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ACTCOM FOR ARMY. USDAO. MAAG- MILGP AND MSN RECEIVING DIRECT.
SUBJECT: INTERIM CHANGE TO AR EUU-Eﬁ {CHANGEMAEE_“

L. THIS INTERIM CHANGE IS BEING DISTRIBUTED THROUGH PUBLICATIONS
PINPOINTVDISTRIBUTION SYSTEM T¢ ALL HOLDERS OF AR LDD-29.

2. EFFECTIVE UPON RECEIPT. THE FOLLOWING SENTENCE IS ADDED TO THE
.END 0F PARAGRAPH 7. AR LOO-29:

IN ADDITION. THE NUMBER OF SEPARATE SOLICITATIONS FOR FUNDS ON
ANY INSTALLATION WILL BE LIMITED TO AN ABSOLUTE HiNIHUH-

UNCLASSIFIED E F T ¢
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AR 609-29
*C 14
CHANGE HEADQUARTERS

DEPARTMENT OF THE ARMY

No. 14 Wasnixgron, DC, ¢ June 1972

PERSONNEL—GENERAL
FUND-RAISING WITHIN THE DEPARTMENT OF THE
ARMY

This change directs that the number of separate. solicitations for funds
be held to « minimum and updates appendix B by eliminating the require-
ment that a 2-cent fee be charged by the Government for each payroll
allotment deduction for contributions to the DOD Overseas Combined
Federal Campaign.

AT 600-29, 17 Angust 1966, is changed as follows:

1. New material is indicated by a star.
2. Remove old pages and insert new pages as indicated below.

Remore panes Insert pages
Sand 4 emeeaa- 3and 4
Pages 3 through 6 furnished with Change 13.
" These pages were incorrectly nuinbered;
they should have been designated pages 10
through 13, app B ... . ___.. 10 through 13, Appendix B

3. File this change sheet in front of publication for reference purposes.

The proponent agency of this regulation is The Adjuiant General's Office.
Users are invited to send comments and suggested improvements on
DA Form 2028 (Récommended Changes to Publications) direct to HQDA
(DAAG-ASO-R], TAGO BLDG, Falls Church, VA 22041,

By Order of the Secretary of the Army:

W. C. WESTMORELAND
General, United States Army,
Official : Thief of Staff.
VERNE L. BOWERS,
Major General, United States Army,
The Adjutant General.

Distribution:
Active Ariny, ARNG, USAR: To be distributed in accordance with DA
Form 12-9 requirements for AR, Administration—A (qty rqr block

No. 2).

RETURN TO ARMYY LIBRARY

lJ-

ROOM 1 A 518 PENTAGON

*This change supersedes Change 13, AR 600-29, 14 April 1672, and DA message DAAG-
ASO-R, 1410307 April 72 (U), subject: Interim Change to AR 600-2% (Change 14).

TAGO TO9A—May 480-475,,,—T2


SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


C74

AR 600-29
C 13
Cuanor HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 13 Wasuixgrow, DO, 74 April 1972

PERSONNEL—GENERAL

FUND-RAISING WITHIN THE DEPARTMENT
OF THE ARMY

This change updates Appendix B by eliminating the vegquivemeni uat «
2 cent fee will be charged by the Government for each payroll allotment
deduction for conlributions to the DOGD QOuerseas Combined Federal
Campaign.

AR 600-20, 17T August 1966, 1s changed as follows:

1. Changed material is indicated by an asterisk.

2. From appendix 13, Plan for DOD Oversens Combined Ifederal Campaign,
/remove pages 10, 11, 12, and 13 and insert revised pages 10, 11, 12, and 13.

3. File this change sheet in the front of the publication for reference purposes.

The proponent agency of this regulation is The Adjutant General's Office.
Users are invited to send comments and suggested improvements an DA
Form 2028 (Recommended Changes to Publications) direct to HQDA
{DAAG-ASO-R) TAGO BLDG, FALLS CHURCH, VA 22041,

By Ovrder of the Seeretary of the Army:

W. C. WESTMORELAND,
. leneral, United Siates Army,
Official : Chief of Staf.
VERNLE L. BOWERS,
Major Genernd, United States drmy,
The Adjutant General.

Distribution:
Actine Avmy, ALRNG, and USAL: To be distributed In accordance with
DA Form 12-9 requirements for AR, Administration—I (qty rqe block

No. 3).

TAGO COLA--Apr]] 480-474°—72
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Attachments

Attachment
Organization Chart - Overseas Combined
ederal Campaign Organization 1
Payroll Withholding Form 2
Revision of Civil Service Regulations 3

App. B
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AR 600-29
C 12
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 12 WASHINGTON, DC, & July 1971

PERSONNEL—GENERAL

FUND-RAISING WITHIN THE DEPARTMENT
OF THE ARMY

This change contains the current listing of voluntary agencies recognized
by the Chairman of the Civil Service Comumission for on-the-job solicita-
tion privileges in the Federal service during the Combined Federal Cam-
paign conducted during fiscal year 1972.

AR 6‘()‘0—'2-9, 17 August 1966, is changed as follows:
//il ew material is indicated by & star.

2. Remove page 656 from Appendix A, Federal Fund-Raising Manual; insert
revised page 65,

3. File this change sheet in the front of the publication for reference pur-
POSEes.

The proponent agency of this regulation is The Adjutant General's Office.
Users are invited to send comments and suggested improvements on DA
Form 2028 (Recommended Changes to Publications) direct to The Adjutant
Generai, ATTIN: AGAO-R, Department of the Army, Washington, DC 20315.

By Order of the Secretary of the Army:

W. C. WESTMORELAND,
General, United States Army,
Official: Chief of Staff. .
VERNE L. BOWERS,
Major General, United States Army,
The Adjutant General.

Distribution:

Active Army, ARNG, USAR: To be distributed in accordance with DA
Form 12-9 requirements for AR, Personnel General—D (Qty rqr
block no. 437).

RETURN TO ARMY LIBRARY
ROOM 1 A 518 PENTAGON
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AR 600-29
cilu
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 11 WASHINGTON, DC, 26 April 1971

PERSONNEL~—GENERAL

FUND-RAISING WITHIN THE DEPARTMENT
OF THE ARMY

This change implements major changes in the Comhined Federal Campaign (CFC)
a8 recently announced by the Chairman of the Civil Service Commission. These changes
require Federal officials to organize a CFC in their local areas beginning with the
campaign conducted in FY 1972 (fall 1971); require the local united fund or community
chest, National Health Agencies, and International Service Agenci¢s to participate in
the CFC or forfeit fund-raising privileges in Federal offices during the fiscal year;
add a new provision which authorizes a CFC in areas where there are 200 or less
Federal employees within a local campaign area; provide that voluntary groups may
appoint observers to represent them when the CFC Committee makes determinations
regarding division of campaign receipts among the groups and contain a revised
formula for division of campaign receipta.

AR 600-29, 17 August 1966, is changed as follows:
1. New material is indicated by a star.

2. From appendix A, remove the following pages and add revised pages:

Remove pages ‘ Add pages
- S e m e e e )
SToand B oL . e el 7, 8, and 8.1

¥13 through 18

__________________________________ 18 through 18.2
27 through 29 "

.................................. 27 through 29

3. File this change sheet in the front of the publication for reference
purposes.

The proponent agency of this regulation is The Adjutant General's
Office. Users are invited to send comments and suggested improvements
on DA Form 2028 (Recommended Changes to Publications) direct to The
Adjutant General, ATTN: AGAO-R, Department of the Army, Washington,
0C 20315,

By Order of the Secretary of the Army:

W. C. WESTMORELAND,
General, United States Army,
Official : Chief of Staff.
VERNE L. BOWERS,
Major General, United States Army,
The Adjutant General.

Distribution:

Active Army, ARNG, and USAR: To be distributed in accordance
with DA Form 12-9 requirements for AR, Personnel General—D (Qty
Rqr Block No. 437).

tr U.8. GOVERNMENT PRINTING OFFICE: 1871—480-810/3468A
RETLEY 7 Y HIRRARY
ROOM 1 & 518 PENTAGON
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AR 600-29
C 10
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 10 WASHINGTON, D.C,, 26 February 1971
PERSONNEL—GENERAL

FUND-RAISING WITHIN THE DEPARTMENT OF THE ARMY
This change updates t{ze list of Agency Fund-Raising Program Coordinators, the list of Field Co-
ordinating Groups, and the list of voluntary agencies recognized by the Chairman of the Civil
Service Commission, for on-the-job solicitation privileges in the Federal service during fiscal year
1971,
AR 600-29, 17 August 1966, is changed as follows:
1. New or changed material is indicated by a star.

2. From appenﬂix A, remove the following pages and insert revised pages as shown below.

Remove Inesrt
¥ 43 and 44 43 and 44
¥~ 45 through 59 45 through 60.1
65 65

3. File this change sheet in the front of the publication for reference purposes.

The proponent agency of this regulation is The Adjutant General’s Office.
Users ars invited 1o send comments and suggested improvements on DA
Form 2028 (Recommended Changes to Publications) to The Adjutant Gen-
eral; ATTN: AGAO-R, Department of the Army, Washington, D.C, 20315.

By Order of the Secretary of the Army:

W. C. WESTMORELAND,
General, United States Army,
Official : Chief of Staff.
KENNETH G. WICKHAM,
Magjor General, United States Army,
The Adjutant General.

[istribution:

Active Army, ARNG, USAR: To be distributed in accordance with DA Form 12-9 require-
ments for AR, Personnel General—D (Qty Rqr Block No. 437).

RETURN TO ARMY LIBRARY
ROOM 1 A 518 PENTAGON
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AR 600-29
C9
Crance HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 9 Wasminaron, DC, I July 1970

PERSONNEL—GENERAL
FUND-RAISING WITHIN THE DEPARTMENT
OF THE ARMY
Effective 15 August 1970

This change further modifies the Federal Fund-Raising Manual Campaign
Guidelines for Voluniary Giving (app D) by clarifying the procedures to
be followed to prevent coercion directed ai Department of the Army mili-
tary and civilian personnel during fund-raising campaigns,

AR 600-29, 17 August 1966, is changed as follows:

1. New material is indicated by a star.
2, Remove pages 1 through 3 and add revised pages 1 through 4.
3. File this changoe sheet in the front of the publication for reference purposes.

The proponent agency of this regulatien is The Adjutant General's Office.
Users are invited to send comments and suggested improvements on DA
Form 2028 (Recommended Changes to Publications) to The Adjutant Gen-
eral ATTN: AGAO-R, Depariment of the Army, Washington, DC 20315.

By Order of the Secretary of the Army:

W. C. WESTMORELAND,
General, United States Army,
Official: - Chief of Staff.
KENNETI G. WICKHAM,
Major General, United States Army,
The Adjutant General.

Distribution:
Active Army, ARNG, and USAR ! To be distributed in accordance with
DA Form 12-9 requirements for AR, Personnel General: D (qty rqr
block No. 437).

TAGO 12A—July 430-465°—70

RETURN TO ARMY LIBRARY
ROOH 1 A 510 FENTAGON


SimS
Pencil

SimS
Pencil

SimS
Pencil


AR 600-29

C8
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 8 WASHINGTON, DC, 27 March 1970
PERSONNEL—GENERAL

FUND-RAISING WITHIN THE DEPARTMENT
OF THE ARMY

Effective I May 1970

This change revises the foreword in Appendix A; moves material from
appendixes F and G to chapters 7 and 4 respectively; updates lists of
Agency Fund-Raising Program Coordinafors, Field Coordinaling Groups,
and agencies recognized for on-the-job fund-raising privileges; amends
eligibility requirements for agencies applying for on-the-job fund-raising
privileges; and clarifies assigned campaign periods with respect to the
CFC.

AR 600-29, 17 August 1966, is changed as follows :
1. New material is indicated by a star.

2. From Appendix A, remove the following pages and add the revised
pages: -

Remove Add
v ai e R i
S vii through IX - e vii through x
Lthrough 4 . 1 through 4
0 and B e _..Tand 8
/18 through 50 ... ... e 13 through 65

3. File this change sheet in the front of the publication for reference
purposes.

RETURN T RREAY LIBRARY
ROOM 1 A 518 PENTAGON

TAGO B264A
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The proponent agency of this regulation is The Adjutant General’s
Office. Users are invited to send comments and suggested improvements
on DA Form 2028 (Recommended Changes to Publications) to The Adju-
1ant General, ATTN: AGAO-R, Depariment of the Army, Washington,
DC 20310. .

By Order of the Secretary of the Army:

W. C. WESTMORELAND,
General, United States Army,
Official : Chief of Staff.
KENNETH G. WICKHAM,
Major General, United States Army,
The Adjutant General.

Distribution :

Active Army, ARNG, USAR: To be distributed in accordance with
DA Form 12-9 requirements for AR, Personnel General-~D (Quan Raqr
Block No. 437).

7t U.5. GOVERNMENT PRINTING OFFICE: 1970—390-810/8264A
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AR 600-29
C7
Craxos HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 7 Wasningron, DC, 22 September 1969

PERSONNEL—GENERAL

FUND-RAISING WITHIN THE
DEPARTMENT OF THE ARMY

Effective 15 October 1969

The change updates the list of recognized eampaigns and agencies con-
tained in Appendix E of the “Manual on Fund-Raising Within the Federal
Service for Voluntary Health and Welfare Agencies” for the fiscal year
1970.
AR 600-29, 17 August 1966, is changed as follows:

/New material is indicated by a star.
2. I'rom Appendix A, “Manual on Fund-Raising Within the Federal Service
for Voluntary Health and Welfare Agencies,” remove pages 83 and 34 and add
revised pages 33 and 34.
3. File this change sheet in the front of the publication for reference purposes.

The proponent agency of this regulation is The Adjutant General’s Office.
Users are invited to send comments and suggested improvements on DA
Form 2028 (Recommended Changes to Publications} to The Adjutant Gen-
eral, ATTN: AGSC-R, Department of the Army, Washington, DC 20310,

By Order of the Secrefary of the Army:

W. C. WESTMORELAND,
General, United States Army,
Official : Clief of Staff.
KENNETH G. WICKHAM,
Major General, United States Army,
The Adjutant Genergl,

Distribution : ,
detive Army, ARNG, and USALR: To be distributed in accordance with
DA Form 12-9 requirements for AT, Personnel General—D {qnan rqr
block No. 437).

URN TO ARMY LIBRARY
RRI(E)TOM 1 A 518 PENTAGON
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CHANGE

No. 6

HEADQUARTERS

AR 600-29
Cé6

DEPARTMENT OF THE ARMY
WASHINGTON, D.C., 9 September 1969

PERSONNEL—GENERAL

FUND-RAISING WITHIN THE DEPARTMENT OF THE ARMY

TAGC 5978A

E'ﬁ’ective 1 October 1969

This change adds the National Kidney Foundation to the National
Health Agencies and adds Planned Parenthood-World Population and
the Inlernational Rescue Commifttee, Inc., to the International Service
Agencies which participate in the DOD Overseas Combined Federal
Campaign, and provides a revised “Contributor’s Card and Payroll
Withholding Authorization” for use in the DOD Overséas Combined
Federal Campaign.

AR 600-29, 17 August 1966, is changed as follows:

1. From Appendix B, “Plan for DOD Overseas Combined Federal Cam-
paign,” remove the following pages and insert revised pages as indicated
low:

V' Remove pages— Insert pages—
Cover page and page i ... .. .o meol... Cover page and page i
fi through 9 - __.__ . ________. e _. ii through 9
14,15, 15.1, 16, and 17 ... . .. .. . __. 14, 16, 15.1, 16, and 17

2. File this change.sheet in the front of the publication for reference
purposes.

RETURN TO ARMY LIBRARY
ROOM 1 A 518 PENTAGON
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AR 600-2

*C 5
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. b WASHINGTON, D.C,, 17 October 1968
PERSONNEL—GENERAL

FUND-RAISING WITHIN THE
DEPARTMENT OF THE ARMY

AR 600-29, 17 August 1966, is changed as follows:

/1. From Appendix A, “Manual on Fund-Raising Within the Federal
Service for Voluntary Health and Welfare Agencies,” remove the follow-
ing pages and add the revised pages:

Remove Add
25 through 2809 _._.______ e e 25 through 28.09
33 through 36 ____ .. _.__ ... ... _.--. e 33 through 26

/2. From Appendix B, “Plan for DOD Overseas Combined Federal Cam-
paign,” remove the following pages and add the revised pages:

Hemove ) Add
10 and 11 - . oo L. .... e e 10 and 11
151, 16 and 17 - .ooev oo oot e oo._15.1, 16 and 1T

/é. Page 4, Appendix B, paragraph B. 1: In line 14, change “20310" to
“20301.”

4, File this change sheet in the front of the publication for reference
purposes. '

T

his change supersedes C 4, 6§ August 1968,

TAGO G936A
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The proponent agency of this regulation is The Adjutant General's
Office. Users are invited to send comments and suggested improvements
to The Adjutant General, ATTN: AGSC-R, Department of the Army, Wash-
ington, D.C, 20310. '

By Order of the Secretary of the Army:

WILLIAM C. WESTMORELAND,
General, United States Army,

OFFICIAL: Chief of Staff.

KENNETH G. WICKHAM,
Major General, United States Army,

The Adjutant General.

Distribution:
Active Army, ARNG, USAR: To be distributed in accordance with DA Form 12-9 {(Quan rqr
block No. 437) requirements for AR, Personnel General-—D.

v U.S8. GOVERNMENT PRINTING OFFICE: 1966—345~504/5936A
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i AR 600-2¢
\ S\S lg,b €4
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY

No. 4 Wasmiveron, D.C., 6 August 1968

PERSONNEL—GENERAL
FUND:RAISING WITHIN THE DEPARTMENT OF THE ARMY

AR 600-29, 17 Aggust 1966, is changed as follows:

Appendix A, “Magual on Fund-Raising Within the Federal Service for Voluntary Health and

Welfare Agencies.” Page, 35. Item 3, Section IT, “NONDISCRIMINATION STANDARD” is super-
seded as follows:
3. There is no discriminatidp on the basm of race in hiring, assignment, promotion or other conditions
of staff employment. In addition, the agency has a plan for positive action to achieve equal employ-
ment opportunity for all persons in the filling of its staff positions, including elements such as contacts
with ‘vartous organizations in e community, including mmouty group organizations, rvegarding the
agencys employment needs, reckuitment advertisements in minority group news media where adver-
tising in the general media is nsed to fill jobs, identifying the agency as an equal employment oppor-
funity employer in recruitinent adyertisements and the use for ]ob referral purposes of only those
employment agencies which do not discriminite on the basis of race in making referrals.

The proponent agency of\this regulation is The Adjutant General's Office.
Users are invited fo send\comments and suggested improvements to The
Adjutant General, ATTN: \AGSC—R, Department of the Army, Wash-
ington, D.C. 20310,

By Order of the Secretary of the Army:

W. C. WESTMORELAND,
General, United States Army,
Official : Chicf of Staff.
KENNETH G. WICKHAM,

Major General, United Stlates Ar.:m/,

The Adjutant General.

Distribution:
Active Army, ARNG, and USAR: To be distributed in ac

rdance with DA Form 12-% {quan rqr
block No. 437) requirements for AR, Personnel —General \D.

BRARY
TURN TO ARMY UL
?z%om 1 A 518 PENTRGON
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N.5, SOVERNMENT PRIKTING DFFICE; 1968
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AR 600-29

C3
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 3 WASHINGTON, D.C., § May 1968
PERSONNEL—GENERAL

FUND-RAISING WITHIN THE DEPARTMENT
OF THE ARMY

AR 600-29, 17 August 1966, is changed as follows:

1. From Appendix A, “Manual on Fund-Raising Within the Federal Serv-
ice for Voluntary Health and Welfare Agencies,” remove the following
pages and add revised pages:

Remove Add
COVer e e Cover
Toand B e 7 and 8
17 and 18 e e 17 and 18
23 through 28.07 . __ e 23 through 28.09
38 and 84 _ . 38 and 34
37 and 3B e e 37 and 38

2. The following pen-and-ink changes will be made:
a. Change page 39, Appendix A, as follows:

(1) Paragraph II, 14th line. Delete “Radic Free Europe” and sub-
stituteyProject HOPE”,

(2) Footnote 1 at right, bottom of page, item 3, line 1. Delete “Fed-
eral Service Joint Crusade” and substitute ‘“International Service Agen-
cies” and change “4” to “3”.

b, Page 41, Appendiz A, footnote 5 at right, bottom of page, 5th line.
Change “1966" to “1968”; in 15th line, add “and” before “Project HOPE”
and delete “and Radio Free Europe”.

3. This transmittal sheet should be filed in the front of the publication for
reference purposes.

TAGO 10070A
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The proponent agency of this regulation is The Adjustment General's

Office. Users are invited to send comments and suggested improvements

to The Adjutant General, ATTN: AGSC-R, Department of the Army,
+ Washington, D.C. 20310.

By Order of the Secretary of the Army:

HAROLD K. JOENSON,.
General, United States Army,
Official: Chief of Staff.
KENNETH G. WICKHAM, '
Major General, United States Army,
The Adjutant General,

Distribution:

Active Army, NG and USAR: To be distributed in accordance with
DA Form 12--9 requirements for Administration—D.

v U.S. GOVERNMENT PRINTING OFFICE: 1968—307-T63/10070A
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CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 2 WasHINGTON, D.C., 7 November 1967
PERSONNEL—GENERAL
FUND-RAISING WITHINArlI‘EHI‘Y:' DEPARTMENT OF THE
. M _

R 600-29, 17 August 1966, is changed as follows:

1. Remove pages ii, 1, 14, 15, 16 and 17 of Appendix B, “Plan for
DOD Qverseas Combined Federal Campaign,” and insert revised pages

ii,yﬂ, 15, 15.1, 16, and 17.
2,/Appendix B, page 5, Section V, paragraph B, line 2: Change
“ ch 1 and April 15” to read “February 15 and March 31.”

3. This transmittal sheet should be filed in front of the publication
for reference purposes.

The proponent of this regulation is the Office of The Adjutant General,
Users are invited fo send comments and suggested improvements to The
Adjutant General, ATTN: AGSC-R, Department of the Army, Washington,
D. C. 20310. ‘

By Order of the Secretary of the Army:

HAROLD K. JOHNSON,
General, United States Army,
Official: Chief of Staff.
KENNETH G. WICKHAM,
Major General, United States Army,
The Adjutant General.

Distribution:

Active Army, NG AND USAR: To be distributed in accordance with
DA Form 12-9 requirements for Administration—D.

fr U.S. GOVERNMENT PRINTING OFFICE: 1967—305-505/7604A

AR 600-29
C2
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AR 600-29
c1
CHANGE) HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 1 WASHINGTON, D. C., 25 January 1967

PERSONNEL—GENERAL
FUND-RAISING WITHIN THE DEPARTMENT OF THE ARMY

AR 600-29, 17 August 1966, is changed as follows:

1. Remove pages 23 through 28.05, 41, 42, 47, and 48 and insert
revised pages 23 through 28.07, 41 through 42.01, 47, and 48 of Appendix
A, Manual on Fund-Raising Within the Federal Service for Voluntary
Health and Welfare Agencies,

2. This transmittal sheet should be filed in front of the publication
for reference purposes.

[AGSC]
By Order of the Secretary of the Army:

HAROLD K. JOHNSON,
General, United States Army,
Official ; Chief of Staff.
KENNETH G. WICKHAM,
Major General, United States Army,
The Adjutant General.

Distribution: . .
To be distributed in accordance with DA Form 12-9 requirements for

Administration:
Active Army: D. NG: D. USAR: None,

¥r U.B, Government Printing Office: 1067—250508

TAGO 8831-A—--Fabruary
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1 July 1970

ArRMY REGULATION

No. 600-29

C 9, AR 600-29
*AR 600-29

HEADQUARTERS
DEPARTMENT OF THE ARMY
Wasmingren, DC, 17 August 1966

'PERSONNEL—GENERAL
FUND-RAISING WITHIN THE DEPARTMENT OF THE ARMY

Responsibility_ . __
Solicitation overseas.. .. _ .o oooe . _L...
Deferred payments of contributions________
Internal welfare solicitations. ... ....___ .

- Paragraph

o ~1 O G G LD e

Arrenpix A, Manual on Fund-Reising Within the Federal Service for Voluntary

Health and Welfare Agencies

B. Plan for DOD Overseas Combined Federal Campaign_ _______.____ _..__.

1. General. Local and national health, welfare,
and emergency relief organizations depend upon
voluntary contributions to achieve .their objec-
tives. Department of the Army military and
civilinn personnel, as individual citizens and as
members of the community in which they live,
should assume their respective share of the
responsibility for supporting these activities. Ac-
cordingly, each military member and each civilian
employee of the Department of the Army will be
given the opportunity through on-the-job solicita-
tions, to make voluntary contributions to recog-
nized voluntary health and welfare agencies
under policies and procedures prescribed by this
regulation.

2. Purpose. This regulation implements within
the Department of the Army the Government-wide
policy and procedures prescribed by the United
States Civil Service Commission Manual on
Fund-Raising Within the Federal Service for
Voluntary Health and Welfare Agencies (app A).
% 3. Policy. a. The program, practices, and pro-
cedures prescribed in the Manual on Fund-Raising
Within the Federal Service for Voluntury Healti:
and Welfare Agencies will be applied by all com-
ponents of the Department of the Army to
authorized fund-raising solicitations at Ammy

installations and activitieswithout variation except
a8 provided in paragraph 4.

b. The general policies and guidance established
by this regulation will serve as the basis for all
fund-raising conducted within the military com-
munity. ' '

4. Responsibility., Heads of Departments of the
Army headquarters staff agencies and commanders
of installations will—

@. Cooperate with and assist recognized volun-
tary health and welfare organizations, and repre-
sentatives of or authorized organizations of
representatives of other Federal agencies, as
appropriate, In the arvangements for and conduct
of authorized solicitations, as required to meet the
provisions of the Federal Fund-Raising Manual
and the needs of the local communities.

*d. Assume the responsibilities and enforce the
requirements on racial nondiscrimination (chap.
Tofapp A).

e, Assure that contributions to fund drives are
made on a truly voluntary basis. The clear pur-
pose of the Executive order and the Federal Fund-
Raising Manual is to insure voluntary support on
the part of military and ervilian personnel in the
recognized annual fund drives conducted in the
United States and overseas. This is not to reduce

*This regulation supersedes AR 600-29, 23 August 1963, including C 1, 7 January 1964; C 2, 14 September 1964;
C 3, 4 June 1965; C 4, 4 August 1965; C 5, 21 October 1965; C 6, 18 February 1966; C 7, 8 April 1966; C 8, 9 June 1966;

and C 2, 21 July 1966.
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C 9, AR 600-29

in any way the obligation of heads of stafl agencies
and comm’mders to conduct informative end ef-
foctive campaigns in support ‘of reéognized volun-
tary health and welfare organizations, or other
organizations authorized to conduct fund cam-
paigns at Army installations and activitiesi* * *

d. Assure that each contributor hasthe pr ivilege
of making his gift conﬁdentn]ly without 'fear of
censure or criticism.

e. Assure that the listing of individual gifts of
participants who have not closen to avail them-
selves of the confidential envelope procedure is
used only as a control measure for the purpose of
routine collection and forwarding of contributions.
Tt will not be wsed to permit supervisory con-
sideration of the amount of such gifts or in any
supervisory discussion with a military member or
civilian employee on such a matter.
+f. Prohibit assignment of a dollar goal or quota
for each of the ranks and 0'mdes of personnel pqr-
ticipating in a fund drive.

%g. Prohibit competition between unlts, harass-
ment of the contributors, or any practice that in-
volves compulsion, coercion, or reprisal directed to
the individual serviceman or civilian employee be-
cause of the size of his contribution or hig failure
to contribute. This prohibition includes repetitive
discussions, mectings, orientations, or “cotnscling”
of individuals or groups of individuals who have
failed to contribute by commanders, officers, or
supervisory personnel at the same or successive
levels of command.

*h. Follow the Federal fundd‘aising-mnnual as
hereby inodified :

(1) Desirability of 100 pm“ccmi pur /,mpatzon
1t is desirable that cach individual contribute dur-
ing the fund-raising cunpaigns. This fact may be
appropriately stressed in printed campaign Hter-
ature and at initlal meetings, Lriefings, etc., where
the fund drive is being publicly addressed before a
group of llldl\'ldllﬂ.]‘s The appeal for contribu-
tions from cach individual should be based upon
the merits of the specific campaign, ag well as the
organizations and persons benefiting from the
meney donated, This appeal may also include com-
ments regarding the responsibilities of the indi-
vidual as a citizen {0 support worthwhile conmmu-
nity activities and to nssist others who may be less
Tortunats thean bimself, However, the establish-

1 July 1970

ment of unit or installation percentage goals of
participation, especially 100 percent, could be con-
sidered coercive and is prohibited. Contributions
made under such an cstablished goal may not be
truly voluntary. The desirability of 100 percent
participation:in the fund drive will not be stressed

_at any time during the personal, face-to-face solici-
“tation of contributions from individuals in such a

manner that, cither directly or indirectly, the indi-
vidual is told or lead to believe that he is the only
one, or one of a small number of persons, preveni-
ing the achievement of some goal or 100 percent
participation. To solicit contributions in this man-
ner is coercive. (ref cubp‘um I, item C app D to
app A). .
(2) Adssignment of dollar goals The assign-
ment of dollar goals at the activity or installa-
tion level and , at appropriate subordinate
organizational levels is authorized except when
less than 10 persons are involved or when the ma-
jority of Federal agencies rcpresented n-a local
community determing'that such an ‘assignment will
not be required. Where “Fair-Share- Giving
Guides” are included in campugn materials fur-
nished Ly voluntary agencies, insure that such -
euides are not misrepresented or misinterpreted as
individual assessments, quotas, or goals. Such in-
dividual asscssments, quotas, or goals are pro-
hibited (ref subpara I, item I; app D to app A).
(3) Dissemination of report dota. The dis-
senination of veport information is limited to
commanders and fund-raising campaign officials,
Data relative to subordinate units will not be cir-
enlated for information within a headquarters.
The reports required by the Federal manual are a
necessary management tool in the organization
and operation of the fund-raising campaigns.
However, the information contained in such re-
ports is subject to nse as the hasis for coercive
action. To prevent this misuse of information to
the highest possible degree, reports forwarded
from one headquarters to another will include only
the consolidated total amount collected. Neither
these reports nor other information provided will
indicate the relative standings, amounts collected,
or pereent of participation of the individual sub-
ordinate units of the reporting headquarters. All
reports between commands and installations not
necessary to support the requirements of the Ifed-

TAGO 12A
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2. June 1972.

eral fund-raising manual should be considered for
elimination. (Ref subpara I, items F; P and Q,
app D to app Ay

W(4) Awards and ?'ewards To prechide direct
or indirect ¢oercision, no aw ards or'rewards initi-
ated within the Department of the Army shall be

made to-individual solicitors for achievements'ina

fund drive. The individual achievements of solici-
tors will not be publicized. Awards to subordinate
units, or their commanders, from highér head-
quarters for goal accomplishnient or. perceiit of
participation achieved-are prohibited. Comments
on efficiency reports, plaques, passes, “training

holidays,” relief from guaxd duty or details, and

all ‘other incentives or rewatds to those who con-
tribute to fund drives are also prohibitéd. This is
not meant to preclude awards and rewards, such
as letters of commendation, for achievements for
exceptional performance to persons in connection
with the organization or administration of a cam-
paign, as opposed to persons engaged in actual
solicitation. Nor is this prohibition intended in any
“way to preclude publicity regarding the fact that
a fund-raising campaign will be, is being, or has
been conducted in a unit or at an installation, or
regarding the consolidated total contributions of
the installation in a dollar amount. Also, it is not
the intent of this paragraph to preclude awards of
any kind to persons or units by groups outside the
Department of the Army. Higher headquarters
may indorse such awards to designated units, {Ref
subpara I, 1tems P, Q, and R, app D of app A.)

(5) Publicity y. Publicity on unit progress or
percentage of participation such as charts, bulletin
boards, special reports, daily bulletin or other
announcements, “thermometers,” as well as other
kinds of publicity indicating unit standings or
comparative standings and achievements are pro-
hibited. Such publicity can lead to competition and
supervisory compauson thus creating pressures
which may vresult in coercion. At the installation
level, however, the use of a “thermometer” is per-

mitted, but its: use must be limited to illustrating.

only how the entire installation is progressing to-
ward the installation goal, if one has been estab-
lished, or total installation contributions. Unit
‘contributions will not be indicated separately.
(Ref subpara I, items F and Q, app D to app A.)
5. Solicitation overseas. «. Beginning with fiscal
year 1967, a single combined Federal campaign

TAGO 7094

C. 14, AR 600-29

will be conducted among US.Army personnel lo-
cated in all oversea commands, installations, and
activities, excopt the’Panama (‘anal Zone, IIawan,
and the, Commorm ealth of Puerto Rieo, in accord-
ance with instructions.in appendix- B, Plan for
DOD Overseas Combined Federal- Campaign

b..Commanders and heads of installntions and
actlvltles overseas may modify the accounting and
reporting for on-the-job . contrlbutions collected
during solicitations to the deglee that they do not
wolate the pOllClGS and principles of the manual
and are c01151stent withi the accountmg and report-
ing provisions of the plan contained in appendix
B.

¢. Major oversea commanders will arrange for
the distribution of all educational mater ial, opera-

. tional forms, and envelopes for Federal campaigns

furnished by the participating voluntary agencies
to all Army activities within the ceomaphica]
limits of their command except MAAG, missions,

T a nd attachés.

6. Deferred payhients of contributions. Com-
manders and -heads of Department of the Army
installations located in the 50 United States,.the
Panama Canal Zone, and the Commonwealth of
Puerto Rico may, at their discretion and in accord-
ance with the provisions of the.Federal fund-
raising manual, provide for keyman collection of
installment pledges in campaigns when the volun-
tary agencies involved provided for deferred pay-
ments of contributions. Payment through payroil
deductions is not authorized except in a Combined
Federal Campaign. ‘

7. Internal welfare solicitations. Solicitations
by private organizations of Department of the
Army military and civilian personnel among their
membership for organizational support or for
benefit or welfare funds for their members are
excepted from the Federal program by section 3 of
EO 10927, contained in appendix A. However,
such solicitations will be conducted in accordance
with the basic policies and procedures of the pro-
gram and at times which do not conflict with the
periods reserved. for the campaigns of recognized
national voluntary agencies. In addition, the num-
ber of separate solicitations for funds on any
installation will be limited to an absolute
minimum.

@ The Army Emergency Relief and Army Re-
lief Society may solicit among its membership

3
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CCLA4AR 600229
for the_welfare and relief of its members intac-
cordance with AR 930-.....
Aip. Tocal wcommanders:-miy - nuthorize~ on-post
private orgaiiizations to conduet fund-raising cani

paigns: for* installation welfare andtrecreational

actlwtles pmvaded that— "
°UT (LY The ulhmqtc beiteficiary ‘activitics or dr-
ganlmtmns ‘afe Priv ate in' n'ttule a8 discussed ifi
pu‘lgmph 1—2c AR 30—
:'"' ‘(2) Those activitiés' 01 mgam/atmns lme ns
thelr ob]ectwes the Londuct of w eIfme and 1ecre;
atlonal actn xtles- hnntcd in'scope to the mlhtar
commumty,

. (8}, These actn‘xtles or organizations:aye free
from the control .and duectxon of any, pment oL

2-June 1972;

affiliate- organization-. with respect to the dlSpOSl-
tion of fuirds and othei assets; and ‘1. Lo o'
(4) Contributions are speclﬁcallyﬁdesmnated
and.recipient llaeneh.c-hu} is identified. 0
. ¢..Jnternalpvelfare, solicitations may be,supple-
mented by appropri mt(, ben(.ﬁts conducted- at -the
dlsuetlon of :the J]]‘-‘t'lll‘ltl()n commnnder Com-
nmndels 1equested to lmthomze private organiza-
tmns to conduct suc.h beneﬁts on-post wiil. be
gmded by the promsmns of par: d.ﬂ'l aph 2-26, AR
230-60. .
*8 Commumcatlon mth Headqual ters, De-
partment of,_the Army. Commumcatlons con—
cerning, the .Federal Fnnd- Ramng Procrmm
ahould be qddressed to HQDA (DAAG—ASO—R),
T LXGO BLDG Fails Chumh,,‘\' A 22041,

TAGO 709.A-
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EXECUTIVE ORDER
10927

 ABOLISHING THE PRESIDENT’S COMMITTEE ON FUND-
RAISING WITHIN THE FEDERAL SERVICE AND PROVIDING
FOE THE CONDUCT OF FUND-RAISING ACTIVITIES

By virtve of the authority vested in me as President of the United States, it 1s ordered
as follows: . .

' Set.';lon'l. The President’s Gor.nmittee on Fund-Ralslng Within the Federal Service,
established by Executive Order No, 10728 of September.8, 1057, 18 hereby abolished, and
that order is hereby revoked. ' '

Section 2. (a) The Chairman of the Civil Bervice Commission sbhall make arrange-
ments for such national voluutary health and welfare agencies and such other national
voluntary agencies ag may be appropriate to solicit funds from Federal -employees nnd
niembers of the armed forces at their places of employment or duty stations,

(b) In making the arrangements required by subsection (a) of this section, the
Chairman of the Civil Service Comimission is authorized to consult with appropriate inter-
ested persona and organizations, the national voluntary agencies, and the executive depart-
ments and agencles concerned. Such arrangements shall (1) permit true voluntary giving
and reserve to the individual the optlon of disclosing his gift or keeping it confidential;
{2} designate specific periods during which solicitations may be conducted ; and (3) provide
for not more than three solicitations annually, except In cases of emergency or disaster
appeals for which specific provision may be made by the Chairman of the Clvil Service
Commission.

Section 8. This order shall not apply to solicltatlons conducted by organizations
composed of clivilian employees or membera of the armed forces among thelr own membera
for orgenizational support or for bLenefit or welfare funds for thelr members. Such
solicitations shall be conducted under policles and procedures approved by the head of the
department or agency concerned.

Sectlon 4, AIl records and property of the Pres!dent’'s Committee on Fund Ralsing
Within the Federal Service are hereby transferred to the Chairman of the Civil Service
Comimnission.

Sectton 5, This order shall become effective forty-flve days after 1ts date.

Jouw F. KENNEDY
THE WHITE HOUSE

March 18, 1061,
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FEDERAL FUND-RAISING MANUAL
(Reprinted July 1966}

PREFACE

This manual is a reprint of the Manual on Fund-Raising Within the Federal
Service for Voluntary Health and Welfare Agencies originally issued in May
1983, with all of the revisions made in subsequent Changes 1 through 7.

This reprint has been prepared primarily to supply new subseribers or present
subscribers whose manuals may be worn out. No substantive changes have
been made in the material, nor have the dates of issuance of the original pages
been changed.

The first change to this reprint will be Change No. 8.
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FOREWORD

The voluntary health and welfare organizations in our society reflect the
complex and dynamic vitality of American life, the traditional concern of the
American people for the unfortunate, and the genius for voluntary service
which has long been our pride and our strength. Government policy approves
the solicitation of contributions from Federal personnel for the support of
worthy voluntary organizations, These agencies complement and reinforce
our tax-supported institutions in a manner that is vital to the community and
to the Nation.

The fund-raising program described in this manual was established in
response to a need for orderly and effective arrangements for solicitations by
voluntary agencies in the Federal service. It includes special provisions to
insure true voluntary giving by civilian employees and members of the armed
forces to the organizations that they wish to support.

The worthwhile efforts of our voluntary agencies merit generous con-
tributions from all Federal personnel. I urge the heads of executive departments
and agencies to insure that their fund-raising campaigns receive full support in
all offices and installations of the Government.

"Rk ¢ uwd,im .

Roeerr E. HaMprOoN
Chairman

OCTOBER 1969
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PLAN FOR THE MANUAL

A Loose-leaf Reference Publication

This manual is the official medium of the
Chairman of the U.S. Civil Service Commis-
sion for issuing policy, procedural and infor-
mational material of a reference nature about
the fund-raising program in the Federal service.
It is for the guidance of Federal officials and
representatives of recognized voluntary health
and welfare agencies.

To permit the manunal to be kept current.
and complete, it is in loose-leaf form and revi-
sions are issued as replacement pages. Revised
pages and instructions for pen-and-ink changes
are conveyed by a numbered series of trans-
mittal sheets. The transmittal sheets describe
the nature of the revision, and the replacement
pages identify the specific changes in the text
by a star at the beginning and at the end of
revised material. The deletion of part of a
paragraph isindicated by two consecutive stars;
of an entire paragraph by a line of stars
Transmittal sheets should be filed in numerical
order in the back of the book as a check on the
receipt of all numbers issued.

There are no binders or tabs designed spe-
cifically for the manual. Manual material is
punched to fit an ordinary three-ring binder.

Information for Coordinating Purposes

A Fund-Raising Bulletin is issued by the
Chairman of the Civil Service Commission each
. spring to announce the national voluntary agen-
cies approved for solicitation privileges in the
Federal service during the ensuing fiscal year.
It is transmitted as a change to the manual for
inclusion in the Appendix.

As a further aid in program administration,
the Appendix lists the names of Federal officials
who have special responsibilities for coordina-
tion of fund-raising activity at the national
level and in certain centers of Federal employ-
ment in the field service. While reference lists
are subject to fairly frequent change, the wide-
spread need for this imformation by Federal
personnel and voluntary ageney representatives
makes its inclusion advisable. The lists will be
revised as needed but no more frequently than
semiannual,

FEDERAL FUND-RAISING MANUAL

A detailed guideline for effective campaign-
ing on the job is incorporated as a separate item
in the Appendix in suitable form for reproduc-
tion and distribution to Federal campaign offi-
cinls and keymen as needed in Iarge establigh-
ments.

Procurement and Distribution Within the Fed-
eral Service

Federal departments and agencies are ex-
pected to purchase the number of copies of the
manual and manual revisions they need by reg-
wisition from the Government Printing Office.
It should be distributed to all points within the
agency that usually maintain administrative
regulations. As a minimum, a copy of the
manual should be available at ali places of em-
ployment or major duty stations. It may be re-
produced for incorporation in an agency’s own
administrative manual system.

Purchase by Voluntary Agencies

Voluntary health and welfare agencies and
other non-Federal organizations cannot use the
official requisition procedure described above.
However, the manual may be purchased on a
subscription basis from the Superintendent of
Documents, Government. Printing Office, Wash-
ington 25, D.C. The subscription price covers
the cost of the basic publication plus an in-
definite number of revisions. Subscribers will
be notified by the Governmment Printing Office
when to renew their subscriptions.

Inguiries About the Program

Technical questions or complaints about the
application of provisions of the program in con-
nection with campaigns held in a particular de-
partment or agency should be addressed to the
Fund-Raising Program Coordinator of the
agency named in the Appendix. General in-
quiries about the program as it applies in more
than one agency should be addressed to the ap-
propriate Federal coordinating group listed in
the Appendix, if there is one at the location
involved, or to the Assistant to the Chairman,
U.S. Civil Service Commission, Washington 25,

D.C.

MAY 1963
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CHAPTER 1

GENERAL INFORMATION

1.1 PURPFOSE OF THE PROGRAM. To es-
tablish policies and procedures governing the
solicitation of Federal military and civilian
personnel for contributions to private charit-
able and other humanitarian organizations.

1.2 BACKGROUND. It has long been Govern-
ment policy to cooperate with and assist volun-
tary health and welfare agencies to solicit
funds from Federal personnel in support of
their worthy causes. Some years ago, however,
the increasing number of fund drives began to
create an administrative burden. Federal offi-
cials found themselves besieged by dozens of
agencies seeking endorsements and the privi-
lege of soliciting employees on the job. Em-
ployees were vexed, and frustrated at the
multiplicity of appeals—as many as 10 to 20
a year in some departments. After extensive
study of the situation, a uniform program was
established in 1956 to limit the number of cam-
paigns and insure true voluntary giving by
Federal personnel. The program was monitored
by the President’s Committee on Fund Raising
Within the Federal Service until the committee
was abolished and its responsibilities assigned
to the Chairman of the U.8. Civil Service
Commission by Executive Order 10927 of
March 18, 1961.

1.3 SCOPE. The program governs all fund
raising by private voluntary agencies among
Federal employees and members of the armed
forces at their places of employment or duty
stations. Thus, it is applicable to the 5 million
civilian and military personnel of all executive
departments and agencies wherever stationed
throughout the world. It does not apply to
solicitations by organizations of Federal em-
ployees or members of the armed forces among
their own members for organizational support
or for benefit or welfare funds for their mem-
bers. These solicitations are excepted from the
uniform program by section 3 of Executive
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Order 10927 and are conducted under rules ap-
proved by the head of the department or
agency concerned.

1.4 LEGAL AUTHORITY. The policies and
procedures prescribed in this manual are dir-
ected to the heads of all executive departments
and agencies under the authority of Executive
Order 10927.

1.5 SUMMARY DESCRIPTION OF THE
PROGRAM

81 Elgibility of National Voluntary Agen-
cies. National voluntary agencies apply to the
Chairman of the Civil Service Commission for
on-the-job solicitation privileges in the Federal
Government. He issues annually a list of agen-
cies which have been found acceptable under
prescribed standards as to program objective,
administrative integrity, and financial respon-
sibility.

.52 Assigned Campaign Periods, Federal
fund-raising campaigns are assigned to fall,
winter, or spring periods. In the United States,
generally the fall period is allocated to united
funds, community chests, or other local feder-
ated groups or to Combined Federal Cam-
paigns; the winter period to national health
agencies and international service agencies;
and the month of Marech to the American Red
Cross, except in communities where it part-
icipates in a local united fund or in a CFC.
A DOD Overseas Combined Federal Campaign
is held during a 6-weeks period in February
and March.4

B3 Joint Arrangements. Recoghized national
voluntary agencies which have been assigned
to the same period are required to coordinate
solicitation arrangements at all locations where
they run campaigns. Thus, for example, the
winter period in the United States has con-
current campaigns by a group of national
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CHAPTER 1—~GENERAL INFORMATION

health agencies and a group of international
“serviceye agencies. Group campaigns are
developed by the participating agencies under
administrative arrangements which provide
for individual agency identification, educa-
tional opportunities for each agency, and al-
location of contributions in aecordance with
the specific designations by donors.

w.54 Combined Federal Campaign. All cam-
paigns may be consolidated into a single annual
drive with payroll deductions at Jocations
where the local united fund, community chest
or other local federated group consents to part-
icipate in a Combined Federal Campaign under
the arrangements described in Appendix

Gk

.55 Decentralized Operations. Voluntary agen-
cy representatives initiate campaigns in their
asgigned periods by direct contact with the
heads of Federal offices and installations in
local communities. Each Federal agency con-
ducts a personal solicitation among its employ-
eeg, using campaign materials, supplies and
speakers furnished by the voluntary agencies.

.56 Voluntary Solicitation Methods, Employee
solicitations are conducted during duty hours
using methods which permit true voluntary

FEDERAL FUND-RAISING MANUAL

giving and reserve to the individual the option
of disclosing his gift or keeping it confidential.

BT Off-the-job  Solicitation. Many worthy
voluntary agencies do not participate in the on-
the-job program because they do not wish to
join in its coordinated arrangements or because
they cannot meet the requirements for eligibil-
ity. Such agencies may, of course, solicit Fed-
eral employeea at their homes, as they do other
citizens of the community, or appeal to them
through union, veteran, civic, professional or
other private organizations to which they be-
long. In addition, limited arrangements may
be made for off-the-job solicitation on mili-
tary installations and at entrances to Federal
buildings.

1.6 GENERAL POLICY ON CIVIC ACTIV-
ITY, Federal personnel are encouraged fo par-
ticipate actively in the work of recognized
voluntary agencies—as members of policy
boards or committees, heads of local campaign
units, or volunteer workers—to the extent con-
sistent with agency policy and prudent use of
official time, They are encouraged, also, to de-
vote as much of their private time as possible
to such volunteer work in the public interest.
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CHAPTER 2 3

ORGANIZATION AND FUNCTIONAL RESPONSIBILITIES

NATIONAL LEVEL

2.1 DEVELOPMENT OF POLICY AND
PROCEDURES

11 Chairman of the Civil Service Commis-
sion. The Chairman is responsible under Pre-
sidential authority for establishing fund-
raising policies and procedures in the executive
branch. With the advice of interested organiza-
tions and the Federal departments and agen-
cies, he makes all basic policy, procedural, and
eligibility decisions for the program.

12 Adwisory Counecil, The Council is com-
posed of four members appointed by the Chair-
man to assist and advise him in the develop-
ment of policies, procedures, and eligibility re-
quirements. Its membership is representative
of the voluntary agencies which participate in
the Federal program, ag follows:

a. The President of the American National
Red Cross.

b. The President of the United Community
Funds and Councils of America, Inc.

¢. The President of a participating national
health agency, as designated on a rotat-
ing basis, ‘

d. The President of a participating interna-
tional agency, as designated on a rotat-
ing bhasis.

“The Advisory Council meets at the call of
the Chairman of the Civil Service Commis-
sion. Y

.18 Policy Committee. Appointed by the
Chairman, this group provides direct working
participation by Federal agencies and employee
organizations in the development of the pro-
gram. It is composed of a selected number of
Fund-Raising Program Coordinators from the
execufive departments and agencies and the
presidents, or their personal representatives,
of the largest employee organizations in the
Federal service. It acts through general meet-
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ings and ad hoc working committees as re-
quired.y

14 Eligibility Committee. The Eligibility
Committee consists of a chairman and four
members selected by the Chairman. from the
membership of the Policy Committee. It is re-
gponsible for recommending to the Chairman:

a. Eligibility determinations on national
voluntary agencies. ‘

b. Assignment of campaign periods.

¢. Decisions on emergency or disaster ap-
peals.

d. Decisions on jurigdiction under section
3 of the Executive ‘Crder, i.e. whether a
special agency solicitation is properly ex-
empt from the Federal program. '

e. Modification of eligibility standards and
requirements as needed.

2.2 PROGRAM ADMINISTRATION

21 Federal Agency Heads. The head of each
executive department and agency is respon-
sible for: )

a. Seeing that voluntary fund-raising with-
in his department or agency is conducted
in accordance with the policies and proce-
dures prescribed by this manual.

b. Designating a top-level representative as
Fund-Raising Program Coordinator to
work with the Chairman of the Civil
Service Commission' as necessary in the
administration of the fund-raising pro-
gram within his department or agency.

Y. Assuring full participation and coopera-
tion of his installations in local fund-
raising campaigns.

22 Fund-Raising Program Coordinators. The
respongibilities of agency Fund-Raising Pro-
gram Coordinators are to:
a. Cooperate with the Chairman of the Civil
Service Commission and the representa-
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CHAPTER 2—ORGANIZATION AND FUNCTIONAL RESPONSIBILITIES

tives of national voluntary agencies in
the development and operation of the
program,

b. Maintain direct liaison with the Office of
the Chairman in the administration of
the program.

c. Publicize program requirements through-
out the department or agency.

d. Answer inquiries about the program
from officials and employees of the de-
partment or agency and from external
sources.

e. Investigate and arrange for any neces-
gary corrective action on complaints al-
leging violation of program requirements
within offices or installations of the de-
partment or agency.

A list of the Fund-Raising Program Coordi-
nators is included in the APPENDIX.

2.3 PROGRAM COORDINATION. The Office
of the Chairman, Civil Service Commission,
coordinates the administration of the fund-
raigsing program by the departments and agen-
cies and maintains liaison with national vol-
untary agencies.

LocAlL, COMMUNITY LEVEL

24 LOCAL VOLUNTARY AGENCY RE-
PRESENTATIVES. State and local repre-
gentatives of the recognized voluntary
agencies are furnished policy and procedural
guidance on the Federal program by their
national organizations. They are responsible
for:

a. Initiating local campaigns in the Federal
establishment.

b. Furnishing educational and other cam-
paign materials, speakers, and opera-
tional forms and envelopes appropriate
to the Federal program.

2.5 LOCAL FEDERAL AGENCY HEADS.
The heads of local Federal offices and installa-
tions are furnished the instructions in this
manual by direction from the heads of their
departments and agencies. They are respon-
gible for:
a. Cooperating with State or local repre-
gsentatives of approved voluntary agen-
cies and with the local Federal coordinat-

FEDERAL FUND-RAISING MANUAL

ing group, where one exists, in organiz-
ing local Federal campaigns.

b. Undertaking official campaigns within
their offices or installations and providing
active and vigorous support with equal
emphasis for each authorized campaign.

*c. Seeing that personal solicitations on the
job are organized and conducted in ac-
cordance with the procedures in Chapter
6.9

d. Insuring that authorized campaigns are
kept within reasonable administrative
limits of official time and expense.

%e. The head of the local Federal installa-
tion having the largest number of civilian
and military personnel is responsible for
administering the nondiscrimination re-
requirements of Chapter 7 in his local
area if no local Federal coordinating
group exists.yr

2.6 LOCAL FEDERAL COORDINATING
GROUPS. In local areas where there are a
number of Federal offices and instailations
some interagency coordination is necessary in
order to achieve effective community-wide
campaigns and to improve general understand-
ing and compliance with the program. The
responsibility for local coordination is assigned
by the Chairman of the Civil Service Com-
mission to existing organizations of Federal
agency heads where possible and to special
committees at other locations where coordina-
tion is needed.

.61 Awuthorized Groups. Coordinating respon-
sibility is assigned to the following organiza-
tions: A
a. Federal Executive Boards. These hoards
exist in principal cities of the United
States for the purpose of improving ex-
ecutive branch cooperation. They are
composed of local Federal agency heads
who have been designated by the heads
of their departments and agencies under
authority of the President’s Memoran-
dum of November 10, 1961.
b. Federal Executive Associations and Bus-
iness _ Associalions, These are self-
organized associations of local Federal of-
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CHAPTER 2—ORGANIZATION AND FUNCTIONAL RESPONSIBILITIES—Continved

4.1

ficials which exist at many points of
Federal concentration for the purpose of
general interagency cooperation, under
the authority of a letter from the Chair-
man of the Civil Service Commission,
dated September 2, 1965.

c¢. Fund-Raising Program  Coordinating

OCTOBER 1969

Committees. These committees are estab-
lished in other communities as needed,
under the authority of E.OQ. 10927,
Leadership in organizing such a commit-
tee is the responsibility of the head of the
local Federal installation having the
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CHAPTER 2—CRGANIZATION AND FUNCTIONAL RESPONSIBILITIES

largest number of civilian and military
personnel. The committees are composed
of local Federal agency heads or their
designated personal representatives and
have self-determined organizational ar-
rangements.

A list of local Federal coordinating groups is
ineluded in the APPENDIX.

.62 Coordinating Respongibilities. Within the
limits of the policies, procedures and arrange-
ments made nationally, the fund-raising re-

sponsibilities of local

Federal coordinating

groups are to:
a. Facilitate local campaign arrangements.

C.

To the extent needed or requested by vol-
untary agency representatives, the co-
ordinating group (1)} recommends high-
level chairmen for the authorized Federal
campaigns, (2) provides lists of Federal
activities and their personnel strength,
{3) cooperates on interagency briefing
sessions and kick-off meetings, and (4)
supports appropriate publicity measures
needed to assure campaign success,
Improve understanding and compliance
with program policies and procedures.
Each local Federal agency head receives
fund-raising directives through his
agency channels and can raise questions
by the same means. However, the co-
ordinating group serves as the central
medium for resolving such questions
locally to the extent possible without re-
ferral to the national level.

Interpret the program to community
leaders. The fund-raising program is re-
sponsive to the needs of a great many
voluntary agencieg, but it cannot accom-
modate to the desires and methods of all.
The coordinating group (1) explains to
community leaders the special arrange-
ments and conditions of the Federal
program and the considerations which
entered into its development, and (2)
publicizes appropriate information re-
garding the response of Federal military
and ci_vi]ian personnel to the approved
campaigns.

Administer program requirements. The.

coordinating group is responsible for

FEBRUARY 1971

Yre.

organizing a local Combined Federal
Campaign, where appropriate; admin-
istering the requirements for a policy
and practice of racial nondiserimination
by voluntary agencies participating in
local Federal campaigns; and acting up-
on any problems of apparent noncom-
pliance by voluntary agencies with the
policies and procedures of the Federal
program.

Develop Understanding of Voluntary
Ageney Programs. It shall be an objec-
tive of the Federal coordinating group
to encourage Federal employees fo be a
part of the total community effort to
support health and welfare services.
Since coordinating groups (or the CFC
Committee where one is established) may
be responsible for making determinations
regarding the division of campaign re-
ceipts among the voluntary groups parti-
cipating in a Combined Federal Cam-
paign, it would be valuable for members
of the group to develop the broadest
possible understanding of the programs
of the voluntary groups participating in
CFC and of the voluntary movement in
general. They can do this by service on
community-wide planning and alloca-
tions bodies or service as volunteers or
on committees or boards of local, na-
tional, and international voluntary agen-
cies. Such service iz highly commended
to all Federal employees and particularly
to members of the Federal coordinating
groups because of their particular re-
sponsibilities in connection with the
fund-raising program.

*I. Communicate with the Office of the Chatr-

man of the Civil Service Commission.
The coordinating group refers unresolved
local fund-raising questions or problems
that are common to several agencies di-
rect to the Office of the Chairman for
decision. Single-agency problems are re-
ferred through customary agency chan-
nels. The Chairman of the Civil Service
Commission communicates directly with
the Chairman of the local coordinating
group when information about the local
fund-raising situation is needed.
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CAMPAIGN ARRANGEMENTS FOR VOLUNTARY AGENCIES
*(EXCLUDING COMBINED FEDERAL CAMPAIGNS)*

3.1 TYPES OF VOLUNTARY AGENCIES.
Voluntary agencies are private, self-governing
organizations financed primarily by contribu-
tions from the public. Some are national in
scope, with a national organization and state
or local chapters or affiliates. QOthers are pri-
marily local both in form of organization and
extent of services. The Federal program in-
volves solicitation arrangements for four broad
categories of such agencies:

a. Local health, welfare, or recreational
service agencies, such as visiting nurse
associations, homes and clinics for child-
ren and the aged, and neighborhood cen-
ters for youth recreation and guidance.

b. National and international welfare, rec-
reational service and emergency relief
—the American National Red Cross.

c. National health agencies providing re-
search and public education on a national
basis in addition to local services, such as
the American Cancer Society and Ameri-
can Heart Association.

d. National agencies having an interna-
tional service function which involves
health, welfare or freedom-building pro-
grams in foreign countries, such as
CARE and Radio Free Europe.

32 TYPES OF FUND-RAISING METH-
ODS. The methods used by voluntary agencies
in public fund raising are usually character-
ized as federated or independent. A federated
campaign typically is one conducted by a local
community chest, or by a united fund when the
local Red Cross chapter participates. In these
cases local voluntary agencies join contractu-
ally into a single organization for fund-raising
purposes. Usually they also admit local chap-
ters or affiliates of some national agencies as
participating members. An independent cam-
paign is one conducted by a local or national
voluntary agency through its own fund-raising
organization. Some national agencies conduct
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only independent campaigns, as a matter of
agency policy. Others campaign independently
or participate in federation depending upon
local circumstances and the admisgion policies
of local federated groups.

3.3 CONSIDERATIONS IN MAKING FED-
ERAL ARRANGEMENTS. With the number
of worthy voluntary agencies and their major
differences in organization and fund-raising
policy, coordinated arrangements are necessary
in order to provide Federal employees an op-
portunity, within reasonable administrative
expense, to contribute to the agencies of their
choice. Basic arrangements are made nation-
ally in view of the national scope of many of
the voluntary agencies. Campaign operations
are decentralized under provisions that accom-
modate to the varying situations in local com-
munities. Both federated and independent
fund-raising policies are supported since each
responds to a legitimate purpose of the volun-
tary agencies involved. However, in order to
keep the number of on-the-job solicitations to
the practical minimum independent appeals
must be grouped into joint campaigns of agen-
cies having similar characteristics, e.g. the
National Heaith Agencies, the International
Service Agencies and the American Overseas
Campaign.

3.4 DEFINITION OF TERMS USED IN
FEDERAL ARRANGEMENTS

.41 Domestic Area. The 50 United States, the
Panama Canal Zone, and the Common-wealth
of Puerto Rico.

.42 Overseas Area. All other points in the
world where Federal employees or members of
the armed forces are stationed.

43 Federated Community. A location within
the domestic area where a federated fund-
raising program is operated by national and
local voluntary agencies through a community
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CHAPTER 3—CAMPAIGN ARRANGEMENT FOR VOLUNTARY AGENCIES

chest, united fund or other local federated
group which is a member in good standing of,
or is recognized by, the United Community
Funds and Counecils of America, Inc, and
which meets the nondiserimination require-
ments prescribed in Chapter 7.

.44 Nonfederated Community. A loecation
within the domestic. area where there is no
federated fund-raising program or where the
federated program does not inciude any na-
tional voluntary agency of the types defined in
paragraphs 3.45 and 8.46 or does not meet the
nondiscrimination reqmrements prescrlbed in
Chapter 7.

45 Recognized National Voluntary Agency
An agency which has been declared eligible by
the Chairman of the Civil Service Commission
for participation in independent or joint cam-
paigns in the Federal establishment,

46 National Voluntary Agency “Supported
Primarily through United Funds and Commu-
nity Chests.” An agency which generally so-
licits within the Federal establishment as a
participating member of community chests,
united funds or other local federated groups
which are members in good standing of, or are
recognized by, the United Community Funds
and Councils of America, Inc., for example,
United BService Organizations, Inc. (USO).
Such an agency is not recognized for partici-
pation in independent or joint campaigns ex-
cept with respect to nonfederated communities
and the overseas area.

3.5 .POLICIES GOVERNING FEDERAL
ARRANGEMENTS

.51 Campaign Arrangements Established Na-
tioreally. The basic campaign arrangements in
this chapter have been established by the
Chairman of the Civil Service Commission
after consultation with representatives of na-
tional voluntary agencies, the executive de-
partments and agencies, and Federal employee
organizations. Commitments are made nation-
ally in order to make it possible for the in-
dependent national voluntary agencies to de-
velop and administer joint campaigns in the
Federal establishment, Therefore, local Federal
agency heads are not authorized to vary from
the established arrangements except to the
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extent that local variations are expressly pro-
vided for.

52 Number of Solicitations. Not more than
three solicitations on the job will be made
annually at any location, on behalf of volun-
tary health, welfare, or international service
agencies, except in the case of an emergency
or disaster appeal for which specific prior ap-
proval has been granted by the Chairman of
the Civil Service Commission, At locations
where the Red Cross participates in & local
federated campaigh not more than two such
solicitations will be made annually. Only one
solicitation will be made at locations where
there is a Combined Federal Campaign.

.58 No Duplicate or Supplemental Campaigns.
No voluntary agency may be permitted to so-
licit Federal personnel at place of employment
or duty station more than once in any year
except in the case of an approved emergency
or disaster appeal.

54 Responsible Conduct. Solicitation priv-
ileges may be withdrawn from a voluntary
agency at any time by the Chairman of the
Civil Service Commission, after due notice and
opportunity for consultation, in the event it
fails to adhere to the eligibility requirements,
policies: and procedures of the Federal pro-
gram,

.55 F'edemted Campaigns,

%.551 Authorization, A local community
chest, united fund or other local federated
group which is a member in good standing of,
or is recognized by, the United Way of Amer-
ica, Inc., and which meets the nondiscrimina-
tion requirements preseribed in Chapter 7 and
which, beginning with the program year 1978
(fall campaign 1972) meets the accounting
and financial reporting requirements spelled
out in Sections 5.46f and 5.46j of Chapter 5 of
this Manual is authorized on-the-job solicita-
tion privileges in its local campaign area on
behalf of any of its member agencies which
also meets these requirements, Certification as
to compliance with the nondiscrimination re-
quirements must be made by the member
agency. The local fund or chest must certify
to the appropriate local Federal officials as to
the accounting and financial reporting require-
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CHAPTER 3—CAMPAIGN ARRANGEMENT FOR VOLUNTARY AGENCIES

8.1

ments for itself and on behalf of each member
agency. If a member agency does not meet the
accounting and financial reporting and nen-
discrimination requirements it shall not be
permitted to solicit contributions from Federal
personnel in the local area, but its failure will
not affect the right of the fund or other mem-
ber agencies which meet such requirements to
solicit. If the local fund or chest does not meet
these requirements the local area becomes a
nonfederated community for purposes of fund
raising and solicitations will be coordinated
in accordance with Section 3.56 of the Manual.

FEBRUARY 1971

(For additional information on nondiscrimina-
tion requirements, see Chapter 7.)

552 Other Agencies Excluded. In a feder-
ated community as defined in paragraph 3.43,
local voluntary agencies and national voluntary
agencies “supported primarily through united
funds and community chests” are not author-
ized to solicit on the job except as participat-
ing members of the local fund or chest.

553 Single Fund-Raising Agency. A local
community chest, united fund or other local
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CHAPTER 3—CAMPAIGN ARRANGEMENTS FOR VOLUNTARY AGENCIES 9

federated group will be considered and sup-
ported as a single agency in order to safeguard
its contractnal agreements with members as to
the distribution of gifts.

B54 “Cuauses” Excluded. Solicitation for a
health “cause,” e.g. for “Mental Health,”
“Heart Disease,” without identification of the
specific voluntary agency for which the funds
are sought, is not authorized. If “causes” are
listed within the framework of a united fund
or community chest all funds collected from
Federal personnel must be allocated only to
specifie voluntary agencies in accordance with
the contractual agreements of the fund or chest.

555 Campaign Period. The fall of the year
is reserved for community chest, united fund,
and other local federated campaigns, coor-
dinated solicitations or combined campaigns
in the Federal establishment.

56 Coordinated Solicitations in Nonfederated
Communities and Mized Areas.

561 Nonfederated Communities. Inanon-
federated community as-defined in paragraph
3.44, recognized national voluntary agencies
and national voluntary agencies “supported
primarily through united funds and community
chests” are eligible to participate with purely
local voluntary agencies in a coordinated solici-
tation during the fall of the year. Purely
local voluntary agencies must have earned good
will and acceptability within the overall geo-
graphic area covered by the campaign. The
eligibility of local agencies desiring to join in
the solicitation will be determined by the local
Federal coordinating group where one exists.*
The standards in Chapter 4 will be used as
gnidelines in determining eligibility. The local
and national voluntary agencies that are eligi-
ble to participate in a coordinated solicitation
will be responsible for developing an appro-
priate fund-raising organization to handle all
phases of the campaign. Campaign arrange-
ments in consonance with the Federal program
will be worked out by the local Federal coordi-
nating group with the local voluntary fund-
raising organization.

562  Mired Areas. In an area wherea Fed-
eral installation overlaps or is part of two or
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more federated or nonfederated communities,
the Federal coordinating group* is authorized
to develop a coordinated solicitation best suited
to the needs of the locality. Arrangements in
consonance with the Federal program will be
worked out on a mutually agreeable basis with
the representatives of the local and national
voluntary agencies and federated groups in
adjacent or nearby communities in which the
Federal personnel reside.

BT Independent Campaigns

BTl American National Red Cross. The
month of March is reserved for independent
campaigns by the Red Cross at all locations
where it is represented by a chapter:

a. Which does not participate in a united
fund or other federated or combined
campalgn.

b. Which is organized to serve the commu-
nity within which or nearby is located the
Federal office or installation.

BT72  Joint Campaigns of Other Recognized
National Voluntary Agencies. Except for lo-
cations covered by a Combined Federal Cam-
paign, joint campaigns are authorized under
administrative arrangements developed by and
mutually acceptable to the participating vol-
untary agencies, which must include the follow-
ing conditions:

a. Joint and Concurrent Operation. Recog-
nized national health agencies will conduct
one joint campaign and international
service agencies another; the two groups
will solicit concurrently in the same period
at all authorized locations.

b. Authorized Locations—Health Agencies.
Each recognized national health agency
may participate at those locations where it
is represented by a state or local chapter or
affiliate :

(1) Which does not participate in a local
united fund or community chest cam-

paign.

*Bee APPENDIX for locations. In the absence of an au-
tharized Federal coordinating group, eligibility determina-
tions may be made by the head of the Federal installation
concerned. If there 18 more than one Installation a Fund-
Ralging Program Coordinating Committee as described in
paragraph 2,61¢ should be established for this purpose,
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10 CHAPTER 3—CAMPAIGN ARRANGEMENTS FOR VOLUNTARY AGENCIES

(2) Which is organized to serve the com-
munity within which or nearby is lo-
cated the Federal office or installation.

{3) Which shares fully in the planning,
work and expense of the local joint
campaign.

Fach voluntary agency’s designated representa-
tive will annually certify in writing to the ap-
propriate state coordinating committee of the
Federal Service Campaign for the National
Health Agencies a list of the locations in the
state (counties) where its chapters or affiliates
meet the required conditions.

¢. Authorized L ocaitions—International
Service Agencies. Each recognized inter-
national service agency may participate at
those locations where an authorized repre-
sentative shares fully in the planning, work
and expense of the local joint campaign.

d. Agency Identification. Each participat-
ing national agency will be specifically
identified by name in the joint campaign
material provided to potential givers.

e. Educational Opportunity. Each partici-
pating national agency will be allowed to
tell about its purpose and program in the
campaign material provided to potential
givers. ’

f. Designation of Gifts. Each participating
national agency will receive intact all gifts
gpecifically designated to it by givers.

g. Campaign Period. The joint campaigns
will be conducted concurrently in one of
the following periods:

(1) January 1 to February 15—in com-
munities where the local Red Cross
chapter conducts an independent cam-
paign during March.

(2) Any continuous 6 weeks’ period be-
tween January 1 and April 80—at all
other locations in the domestic area.
The exact period 1s locally determined
by the joint campaign organizations.

B8 Overseas Campaigns

b581 WwDoD Owverseas Combined Federal
Campaign. A Combined Federal Campaign is
authorized for all Department of Defense
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activities in the overseas area* during the 6
weeks’ period March 1to April 15. The Ameri-
can National Red Cross, each national health
agency recognized for campaigns in the domes-
tic aren (the Federal Service Campaign for the
National Health Agencies), and each interna-
tional service agency recognized for campaigns
in the domestic area plus any national voluntary
agency recognized for overseas campaigns only
(the American Overseas Campaign) may par-
ticipate in the DoD Overseas Combined Federal
Campaigh.y

582 Local Voluntary Agency Campaigns.
The heads of overseas offices and installations
may, in their discretion, permit the solicitation
of their military and civilian personnel for
purely local voluntary agencies. Such cam-
paigns will be conducted in accordance with
the basic policies and procedures of the Federal
program and at times which do not conflict with
the periods reserved for the ¥wDoD Overseas
Combined Federal Campaign.% The eligibil-
ity standards in Chapter 4 may be used as guide-
lines in determining the eligibility of local
voluntary agencies. Federal leadership in or-
ganizing such campaigns will be assumed by
the head of the overseas Federal establishment
having the largest number of U.S. personnel in
the locality of the eampaign.

588  Optional Participation by Certain Ci-
wilian Agencies. TFederal civilian departments
and agencies which have traditionally consid-
ered their overseas personnel as members of the
National Capital Area for fund-raising pur-
poses may continue this practice.

3.6 OFF-THE-JOB SOLICITATION AT
PLACES OF EMPLOYMENT. The pro-
gram for on-the-job solicitation cannot accom-
modate to the various fund-raising policies and
methods of all worthy voluntary agencies.
However, in the discretion of the local Federal
agency heads concerned, voluntary agencies
which are not recognized for the on-the-job
program may be authorized off-the-job solici-

*Rxcludes Hawall, the Panama Canal Zone, and the Com-
monwealth of Puerto Rico which are in the domestic area.
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tation privileges at places of employment under
the conditions specified below. Since dual so-
licitation is not authorized, this privilege cannot
be made available to any voluntary agency that
is included, independently or as a member
of a federated campaign, in the on-the-job
program.

81 Family Quarters on Military Installations.
In the discretion of the local commander,
worthy voluntary agencies may be permitted to
solicit at private residences or at similar on-post
family public quarters in unrestricted areas of
military installations. However, such solicita-
tion may not be conducted by military or civil-
lan personnel in their official capacity either
during duty or nonduty hours, nor may such
solicitation be conducted as an officially com-
mand-sponsored fund-raising project. This re-
striction is not intended to prohibit nor to dis-
courage military and civilian personnel from
otherwise participating as private citizens in

JUNE 1966

voluntary agency aotivities during their off-
duty hours.

62 Public Entrances of Federal Buildings and
Installations.  Worthy voluntary agencies

which engage in limited or specialized methods

of solicitation—for example, the use of
“poppies” or other similar tokens by veterans
organizations—mny be permitted to solicit at
entrances or in concourses or lobbies of Federal
buildings and installations, provided that such
locations are normally open to the general pub-
lic. The heads of the Federal agencies ococupy-
ing the building or installation may authorize
this privilege in their discretion. The agree-
ment.with the local representatives of the vol-
untary agency will specify the anthorized loca-
tions, the number of solicitors that may be used,
and any other reasonable limitations considered
necessary. Where appropriate, the occupant
Federal agencies concerned will coordinate the
granting of any such privilege with the build-
ing or instailation manager.
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THE COMBINED FEDERAL CAMPAIGN

4.1 PURPOSE. The Combined Federal Cam-
paign plan was established to meet employee
wishes for a single campaign, reduce the ex-
pense to the Government involved in separate
campaigns, permit payroll deductions for
charitable contributions, and provide better
support to voluntary health and welfare organ-
izations. The arrangements for combined cam-
paigns have been approved by the Chairman
of the Civil Service Commission under the
authority of Executive Order 10927, dated
March 18, 1961, which governs fund raising
within the Federa!l Service. :

In a Combined Federal Campaign the ap-
proved voluntary agencies campaign together
at one time in the fall of the year rather than
in separate campaigns in the fall and in the
spring.

42 AUTHORIZED CAMPAIGN ORGANI-
ZATIONS. Arrangements for each local CFC
will be worked out through negotiations
between the local Federal officials and repre-
sentatives of the authorized campaign organiza-
tions. The four authorized campaign organiza-
tions are ag follows :y

1. A local united fund, community chest, or
other local federated group which is a
member in good standing of, or 18 rec-
ognized by, the United Community
Funds and Councils of America, Ine.
The number of member agencies in a
fund or chest campaign varies from

~around 20 to over 200 depending upon
the locality.

2. The National Health Agencies. There
are a number of health agencies rec-
ognized nationally but eligihility to so-
licit in a CFC is limited to those loca-
tions where the national agency has a
State or local chapter or affiliate (a)

*See Appendix E,
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which is organized to serve the local
area (county), and (b) which is not a
member agency of the local united fund
or chest. '

3. The International Service Agencies,
These are recognized international serv-
ice agencies which make up this cam-
paign group at all locations. Since their
program operations are all conducted
overseas, fund-raising eligibility is not
limited to the places where they have
local chapters or committees, but where
a local chapter participates in a united
fund campaign it cannot participate in
the ISA group.

4. The American Red Cross. At locations
where Red Cross does not raise funds in
partnership with the local united fund or
chest, its chapters constitute a fourth
campaign group.

4.3 RESPONSIBILITY OF LOCAL FED-
ERAL COQRDINATING GROUPS. Each Fed-
eral coordinating group is required to organize
a Combined Federal Campaign in the local
area for which it has fund-raising responsi-
bility. Civilian employees and members of the
Armed Forces in all Federal offices and in-
stallations in the local campaign area are in-
cluded whenever a CFC is organized. The
heads of executive departments and agencies
will request their local officials to cooperate
fully with the decisions of the Federal co-
ordinating group on all aspects of CFC ar-
rangements, in the interest of achieving a
single, unified campaign for all Federal per-
sonnel in the local area.

At locations where there is no Federal co-
ordinating group in being, the head of the
local Federal installation having the largest
number of personnel should initiate action to
form a Fund-raising Program Coordinating

FEDERAL FUND-RAISING MANVAL
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Committee ! to work toward the establishment
of CFC.

44 CFC PLAN

w.41. CFC as Uniform Fund-Raising Method.
The Combined Federa]l Campaign is the uni-
form fund-raising method in all areas in the
United States in which Federal employees are
located. Appropriate Federal officials are re-
quired to organize such campaigns in their
local areas and all eligible voluntary agencies
wishing to participate in fund raising within
the Federal service must do so within the
framework of a Combined Federal Campaign.

w.42 Requirement to Participate in CFC.

1. Local United Funds or Community
Chests. Since CFC is the uniform fund-
raising method, a local united fund or
community - chest must participate in
such campaign where it is held or forfeit
its fund-raising privileges in the Federal
establishment during the fiscal year.

2. National Voluntary Agencies. The rec-
ognized * national health agencies, and
international service agencies have
agreed nationally to participate in CFC
under the basie rules prescribed. Their
local representatives will participate as
full partners in the formulation of de-
tailed arrangements for the local cam-
paign and preparation of campaign ma-
terials. If there is disagreement on de-
tails which cannot be resolved en a
timely basis by direct negotiations be-
tween the campaign organizations, such

. matters will be referred with the recom-
mendations of each organization to the
local Federal coordinating group for final
decision.

In the event that any of the national volun-
tary agencies should choose not to participate
in CFC under the final arrangements decided
locally it may withdraw from the campaign,
but it will not have fund-raising privileges in
local Federal offices or installations during the
fiscal year involved.

1 See Manunal, section 2.61c.

? An Eligibllity Committes of Federal management and employee
representatives annually screens applicanta for fund-raising pri-
vileges, using comprehensive standarda relating to program worth,
administrative integrity, and financial responsibility. Agencies ree-
ognized for the current fiscal year are listed in Appendix E.

FEDERAL FUND-RAISING MANUAL

In the communities where the Red Cross
conducts an independent campaign in the Fed-
eral establishment in March it will be regarded
as a separate campaign organization and full
partner in the combined campaign. Red Cross
chapters have independent authority with re-
spect to fund-raising policy, so responsibility
for deciding on participation in CFC rests
with the local chapter board of directors. As
with the other national organizations, in the
event local Red Cross chapters choose not to
participate in CFC under the final arrange-
ments decided locally they are not authorized
to have a separate campaign in local Federal
offices or installations during the fiscal year
involved, except in the case of an emergency
or disaster appeal for which specific prior ap-
proval has been granted by the Chairman of
the CSC. (See Manual, section 8.52.)

8. Nonfederated Areas. A CFC may be held
in a nonfederated community (a loca-
tion within the domestic area in which
a federated fund-raising program
through a community chest or united
fund is not operated or in which, if there
is a fund, such fund is not a member in
good standing of or recognized by the
United Way of America. See section 3.44
of the Manual.) In this event the local
Federal coordinating group is authorized
to approve the participation of each local
united fund-type agency and make ar-
rangements for distribution of funds
among such agencies. National Health
Agencies (which provide a service in the
local area) and International Service
Agencies may participate in a Combined
Federal Campaign in nonfederated areas.

.43 Exceptions in Areas of Less Than 200
Federal Employees. Where there are 200 or
less Federal employees in the local campaign
area, it may not be practicable to hold a Com-
bined Federal Campaign. Therefore, in such
areas local Federal officials are not required to
arrange for a Combined Federal Campaign.
However, if they believe it would be desirable
from the standpoint of the local community
or the Federal Government and its employees
to have such a campaign, they may arrange a
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Combined Federal Campaign regardless of the
number of employees involved. Where a CFC
is not conducted because of lack of sufficient
Federal employees, the local united fund is
authorized to solicit within the Federal estab-
lishment during the fall of the yvear and the
National Health and International Service
Agencies are authorized to conduet separate
spring campaigns. Where the Red Cross is not
a member of the local united fund and the
area will not have a CFC, then the Red Cross
may conduct an independent campaign during
the month of March. However, where CFC
are not conducted, payroll deductions for
charitable contributions are not authorized.

4.6 ORGANIZING THE LOCAL CAM-
PAIGN. Direction of the campaign shall be
under the overall policy guidance of the Fed-
eral coordinating group and such other ar-
rangements as necessary shall be made to
assure the greatest possible success for the
campaign. In most locations the local united
fund organization will have the expertise and
campaign know-how which can be helpful in
the conduct of the campaign, and with the
cooperation of the other voluntary groups it
would be desirable to make campaign arrange-
ments accordingly, Where the voluntary groups
participating in the campaign are unable to
agree on campaign arrangements, the decision
shall be made by the local coordinating group.

.51 CFC Committee. The local Federal co-
ordinating group should designate a CFC
Committee from among its principal members
to give top policy leadership and direction to
the planning, conduct, and evaluation of the
combined campaign. Any of the authorities
assigned to the group in this plan may be
redelegated to the CFC Committee. Employee
representatives should be appointed to the
CFC Committee, where possible from among
the principal employee organizations recog-
nized in local Federal installations, so as to
insure employee participation in the planning
and conduct of the campaign,

*%.52 Addition of Observers to CFC Com-
mittee. Under certain circumstances, ag spelled
out in this Chapter, the CFC Committee will
be required to make a determination concerning
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division of campaign receipts among the
groups. To aid the CFC Committee in this pro-
cess, it should be augmented by the addition
of Observers appointed by and representing
the voluntary groups. Where the Red Cross is
a part of the local United Fund, the local
Fund shall be entitled to name two Observers,
and the National Health Agencies and Inter-
national Service Agencies one each. Where the
Red Cross is not in the local United Fund, it
is entitled to one Observer and the United
Fund to cne. The function of the Observers
will be to provide such input and advice to the
CFC Committee as the Committee deems neces-
sary and appropriate. The Observers shall not
have a vote concerning the division of cam-
paign receipts and shall absent themselves
from any meeting of the CFC Committee where
a final determination is to be made concerning
the division of campaign receipts.

In making the determination regarding di-
vision of receipts, the local coordinating group
(or CFC Committee) is free to request budget
or program information which it deems neces-
sary in making its decision. For the inter-
national agencies, only information on na-
tional budget and national program shall be
requested and local budget and program in-
formation shall not be required.

.53 Action Steps by CFC Committee Chair-
man. The chairman of the CFC Committee
should initiate action promptly to organize and
plan for the local combined campaign. Im-
mediate action steps suggested are as follows:

1. Meet with the principal representatives
of the authorized campaign organizations
in the local area, i.e., the local. united
fund or community chest, the national
health agencies, the international service
agencies and, in communities where it
has a separate Federal campaign, the
Red Cross, Attempt to enlist their co-
operation in the combined campaign.

2. Establish a local joint work group of
Federal and voluntary agency represen-
tatives. Its purpose is to assemble neces-
sary information and data, plan the
detailed arrangements, identify anl at-
tempt to resolve any policy issues, and .
prepare the campaign materials. The

FEDERAL FUND-RAISING MANUAL


SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


16

CHAPTER 4—THE COMBINED FEDERAL CAMPAIGN

work group should have a Federal chair-
man, other management and employee
representatives as deemed advisable, and
2 designated representative from each
of the authorized campaign organiza-
tions. If participation by the local united
fund (community chest and Red Cross
at some locations) is delayed because of
the need to obtain formal authorization
from its board of directors, request des-
ignation of a representative on a tenta-
tive basis so that preliminary planning
can get underway in the meantime.

3. Insure that the joint work group’s plan-
ning and materials preparation is sched-
uled and moves ahead rapidly and that
detailed arrangements are approved and
issues resolved on a timely basis by the
Federal coordinating group.

4.6 BASIC CFC GROUND RULES. The ar-
rangements outlined in this part constitute
basic ground rules for the Combined Federal
Campaign. Certain local variations are specifi-
cally authorized in this chapter or where the
voluntary groups unanimously agree to modi-
fication. Modification of the ground rules in
specific instances may be requested by Federal
coordinating groups by writing the Office of
the Chairman, Civil Service Commission; how-
ever, modifications will be granted only in most
exceptional eircumstances.

Within the basie ground rules established by
the Chairman of the Civil Service Commission,
the local Federal coordinating group is author-
ized to make final decisions on all matters on
which the local representatives of the campaign
organizations do not reach mutual agreement
after a reasonable period of negotiation, such
as the details in setting ratios for division of
undesignated money, in drafting campaign
materials, in relative publicity, etc. The local
Federal coordinating group is expected to give
thoughtful consideration to the equities in-
volved and the recommendations of each cam-
paign organization on the matters at issue and
to render impartial decisions which will pro-
mote the purposes of the Combined Federal
Campaign.

The local joint work group should proceed
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promptly to work out and recommend to the
Federal coordinating group the detailed ar-
rangements for the campaign, covering the
items listed below.

A. Campaign name, The name will be the
COMBINED FEDERAL CAMPAIGN. The
title should include the year for which contri-
butions are solicited and identification of the
locality, as for example: 1970 SAN ANTONIO
AREA COMBINED FEDERAL CAM-
PAIGN.

B. Campatgn period. This may be any period
not in excess of six weeks between September 1
and November 30,

C. Campaign area. The exact geographic
area to be covered by the combined campaign
will be determined locally, taking into account
past practice and the feasible scope for a single,
coordinated campaign. Generally this will be
the area that has been used in previous years
for a coordinated campaign on behalf of the
loeal united fund or chest. At some locations
more than one united fund or chest may be
involved. Clear demarcation of the campaign
area is necessary, among other reasons in order
that the national agency campaigns outside
the CFC areas can be conducted without over-
lap or confusion.

% D. Past contributions data. In areas where
the regular formula is used or where there
will be a first-time CFC in 1971, each of the
authorized campaign organizations should re-
port its total dollar receipts in the last 3 years
from Federal military and civilian personnel
in the campaign area established in C above.
Compile a separate 3-year total for the united
fund or chest, the national health agencies,
the international service agencies, and, if it
has an independent local Federal campaign,
the Red Cross. The ratio of these 3-year totals
is the base for setting the ratio for division
of undesignated funds or determining volun-
tary agency goals in the combined campaign.

For areas with established CFC in which
the alternative formula will be used, the Fed-
eral coordinating group should use CFC re-
ceipt records as called for in the alternative
formula described in Section 4.7B.

4.7 DIVISION OF RECEIPTS. A. Ratio for
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division of undesignated funds (Regular
Method), Undesignated funds are the dollars
donated or pledged in the combined campaign
that are not designated to particular benefici-
ary agencies. The percentage distribution of
undesignated funds among .the authorized
campaign organizations will be predetermined
on a basis which gives effect to the past giving
experience by Federal contributors in the local
campaign area. A 3-year experience period is
used so as to avoid severe fluctuations due to
special factors affecting contributions in any
one year.

The ratio of the total eontributions received
by each group in their local Federal campaigns
during the latest 3-year period will be the
basic ratio for division of undesignated funds.
The local joint work group may recommend
adjustments in this base as needed to accom-
modate to: (1) inability to compile accurate
data on past contributions in the local cam-
paign area, (2) shifts of member agencies
from one group to another, (3) a Red Cross
emergency or disaster appeal, and (4) any
other major circumstance which any of the
groups believes should be congidered in setting
the final ratio. If the campaign organizations
cannot agree on the final percentage ratio
after a reasonable time for negotiation, the
matters at issue will be referred with the
recommendations of each organization to the
Federal coordinating group for final decision.

% B. Alternative method for distribution of
undesignated funds. As an alternative method
for division of undesignated funds, a dollar
amount as a base will be established for each
group equal to its receipts from the fall 1970
CFC in the local area (before shrinkage and
expenses). The dollar base for each group so
established shall not be changed for a period
of 8 vears or until medified by instructions
from the Chairman of the Civil Service Com-
mission, except that the dollar base for each
group shall be adjusted annually beginning in
1971 as determined by the Chairman of the
Civil Service Commission in keeping with any
change in the Consumers Price Index from
the base month of March of the previous year.
(For CFC established for the first time in
1971, the dollar base for each group will be

FEBRUARY 1971

determined by its average gross receipts over
the most, recent 3-year period in Federal Cam-
paigns in,the local area. After applying desig-
nated funds, all undesignated receipts will be
used to fulfill the dollar base of each group.
Any undesignated funds remaining after the
dollar base of each group has been met will be
distributed in accordance with the ratio de-
rived from the most recent 3-year experience
of the groups. The results of the fall 1971
campaign for new CFC will establish the dol-
lar base for each group for a subsequent 2-year
period or until modified by instructions of the
Chairman of the Civil Service Commission,
except that the dollar base for each group shall
be adjusted as determined by the Chairman
of the Civil Service Commission annually be-
ginning in 1971 in keeping with any change
in the Consumers Price Index from the base
month of March of the previous year.)

For purposes of division of receipts, all des-
ignated funds will be eredited toward the dol-
lar base* established for the appropriate
group. Undesignated funds will then be added
to each group’s designated funds as necessary
to achieve the group’s dollar base.

Any undesignated funds remaining after
the dollar base of each group has been achieved
shall be distributed among the groups in the
discretion of the local Federal coordinating
group giving consideration to new or addi-
tional requirements (including a Red Cross
emergency or disaster campaign) in local, na-
tional, or international functions as justified
to the Federal coordinating group by the vol-
untary organizations. Justification of new or
additional requirements as a basis for alloca-
tion of undesignated funds remaining after
the dollar base of each group has been achieved
and the allocation of such funds shall take
place following the campaign ag soon as final
campaign results can be determined.

If insufficient funds are raised to meet the
dollar base of each group, or if the distribution
of funds is such that the dollar base of each

*Dollar bease means the dollar base for each group adjusted ns
determined by the Chairman of the Clvil Service Commission in
keeping with changes in the Consumers Price Index, except for
CFC established for the flrat time in 1871 in which the dollar base
for each group for the 1871 cempaign only will be determined by
ita average receipts over the most recent 3.year period.
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group cannot be met, and after all designated
money is credited to the dollar base of the ap-
propriate group, the remaining undesignated
funds shall be added to the designated funds
of each group in such amounts so as to assure
that each group achieves an equal percentage
of its predetermined dollar base, except where
a group exceeds that percentage on the basis
of designated funds.

A Combined Federal Campaign established
for the first time in the fall of 1971 is required
to use this formula for determining the di-
vision of receipts among campaign groups.
CFC established prior to 1971 may use this
formula or the regular formula. Final decision
on any matter pertaining to this formula on
which there is disagreement among the groups
shall be made by the local Federal coordinating
group within the guidelines established by the
formula. Where accurate data on past contri-
butions in the loeal campaign area cannot be
compiled, the local Federal coordinating group
will determine the dollar base for the groups.

4.8 CONTRIBUTOR DESIGNATION. The
right to designate will be plainly stated in the
contributor’s leaflet, but designations will be
neither encouraged nor discouraged by key-
men solicitors or in campaign publicity ma-
terials and speeches.

The contributor's information leaflet will
identify the participating campaign groups
and list their member agencies with a brief
statement describing each agency’'s program.
The leaflet will tell the contributer how the
funds will be divided among the groups and
of his right to designate gifts to individual
agencies. Several lines will be provided on the
pledge form where he may write in such desig-
nated gifts. Where the alternative formula for
division of undesignated receipts is used, a
minimum of five lines for undesignation pur-
poses shall be shown on the pledge card. Since
this will increase the space necessary for des-
ignation purposes, the reverse side of the
pledge card may be used; however, the five
designation lines or boxes should appear on
the pledge card itself. Separate designations
slips should not be used, whichever formula is
adopted for divisions of receipts.
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Mention will be made in the contributor’s
leaflet and provision made on the pledge form
for designation only to individual agencies,
not to campaign groups. If the contributor
should write in a group designation, however,
such designation will be tabulated and allo-
cated to the group in accordance with the con-
tributor’s instructions.

4.9 DOLLAR GOALS. A dollar goal for the
overall combined campaign is recommended.
Generally, it provides a focus for group spirit
and unity of purpose that contributes mate-
rially to success. By apportioning the goal
equitably among the Federal offices and instal-
lations, each agency shares responsibility in
the team effort and has a mark to gauge its
accomplishment.

“The dollar goal should be set with the advice
and consultation of the voluntary groups. In
developing the proposed goal, the local work
group should take into account past giving
experience in local Federal campaigns, the
needs and reasonable expectations of the vol-
untary agencies in the current campaign situa-
tion, and the probability of a substantial in-
crease in the level of giving due to the single
campaign and payroll payment plan. The ob-
jective should be to set a goal that is attainable
and which can be exceeded in an enthusiastic
and purposeful campaign,

Dollar goals are not required. An alternative
approach, used successfully in some CFCs, ia
to rely on Fair Share Giving as the principal
incentive. For example, the “goal” could be 75
percent participation at the fair-share level.

4.10 FAIR-SHARE GUIDES AND VOQLUN-
TARY GIVING. Suggested fair-share giving
guides for the individual contribution should
be constructed locally. The guide may be
shown in the contributor's leaflet or on the
pledge form. It will be accompanied by a state-
ment that the guide is provided because em-
ployees often ask for one but that the decision
to give and the amount is up to each employee.
In this connection. Federal agencies are not
authorized to furnish individual employees
fairshare guide based upon the employee’s spe-
cific pay or grade; a guide in this form is
comparable to an individual quota or assess-
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ment which is prohibited.? The contributor’s
leaflet or the pledge form must also include the
express statement that the employee has the
privilege of making his gift confidentially
through the use of a sealed envelope which
will be delivered without opening to the volun-
tary agencies.*

In the contributor’s leaflet and other cam-
_ paign publicity it will be desirable to empha-
size the concept of the single annual campaign,
referring to the fact that the contributor’s
pledge is to cover what he would have given in
the three (or four) separate campaigns usu-
ally held and to point out that the privilege of
extended payment through payroll withhold-
ing makes it possible for him to cover a full
year’s commitments at one time.,

The suggested amounts of fair-share gifts
should of course be structured in relation to
the contributor’s ability to give and the scale
should be in reasonable relation to the cam-
paign goal and the guides used in local private
employment. The guide should show the
amount of periodic payroll deduction sug-
gested as appropriate for various pay levels.
This may be combined with or supplemented
by guides for cash giving or direct-payment
pledges. These are usually represented in
terms of percent of annual income, number
of hours’ pay, or in tabular form showing sug-
gested size of gift in relation to various income
levels,

411 CENTRAL RECEIPT AND AC-
COUNTING FOR CONTRIBUTIONS. The
authorized campaign organizations should ar-
range, hy mutual agreement, for a central
receipt and accounting point in the local area
for CFC contributions. This is essential in
order to avoid the need for multiple pledge
and report forms, which would greatly com-
plicate on-the-job solicitation procedures, and
to provide a central point for receipt of peri-
odic remittances from Federal payroll offices
during the ensuing year. Central receipt and
accounting ean be arranged as a joint op-
erating activity of the campaign organiza-
tions; one of them can act as agent for all
with a sharing of expenses; or they may be

? SBee Manual, section 6.5.
4 See Manual, section 6.6,
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able to obtain volunteer services from a local
bank.

The central accounting point will tabulate
contributions according to the designations on
pledge forms and in accordance with the
agreed-upon ratio for division of undesignated
funds, furnishing each campaign organization
with appropriate detail regarding designations
to member agencies. The final audited totals of
designated and undesignated contributions to
each campaign organization will constitute the
ratio for distribution of receipts by the central
accounting point. The campaign organizations
will be responsible for distribution internally
to member agencies in accordance with orga-
nization agreements.

The cost of central receipt and accounting
(and other identifiable expenses such as for
the printing of campaign and publicity ma-
terials) will be shared by the campaign orga-
nizations under any arrangement that is mu-
tually acceptable to them. To avoid subsequent
misunderstandings, they should reach a firm
agreement in advance of the campaign speci-
fying the nature of the expenses to be shared,
the method of distribution and the time of
billing. Generally, expenses should be shared
among the organizations in the same ratio as
their total receipts from the campaign based
on final audited totals of designated and un-
designated contributions. Central accounting
and expense-sharing agreements are the re-
sponsibility of the campaign organizations,
and the Government will not enter into their
administration.

The use of voluntary payroll withholding is
authorized for military and civilian personnel
at CFC locations in addition to the usual
methods of cash contribution and direct pay-
ment of pledges; however, it is discretionary
in the loeal area whether to provide for direct
payment of pledges. Keyman collection of in-
stallment pledges is not authorized in view of
the availability of the payroll payment system.
Cash contributions must be permitted.

4.12 CAMPAIGN AND PUBLICITY MA-
TERIALS. Campaign and publicity materials
will be developed in the local area and will be
printed and supplied by the campaign organi-
zations. Although the type of materials needed
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CHAPTER 4—THE COMBINED FEDERAL CAMPAIGN

are fairly standard in fund-raising campaigns,
the variation from one location to another in
size and composition nf the campaign organi-
zations and in the detailed policy and operating
arrangements makes it impractical to produce
materials nationally.

A single Contributor’s Information Leaflet,
a Pledge Form and a Payroll Withholding Au-
thorization are to be distributed by keymen to
each potential contributor. The Pledge Form
and Payroll Withholding Authorization may
be one form.

The objective should be to provide a simple

FEDERAL FUND-RAISING MANUAL

and attractive package which has fund-raising
appeal and essential working information.
Treatment should focus on the combined cam-
paign and homogeneous appeal without undue
use of organization symbols or other distrac-
tions that compete for the contributor’s atten-
tion. Extraneous instructions regarding the
routing of forms, tallying contributions, ete.
which are primarily for keymen should be
avoided. The leaflet, the pledge and the payroll
authorization may be combined into a single
piece or two pieces, perforated or hinged for
separation, if this is deemed desirable.

FEBRUARY 1971


SimS
Pencil

SimS
Pencil


CHAPTER 4—THE COMBINED FEDERAL CAMPAIGN 19

livery. The box headed “IDENTIFICA-
TION NO.” will be used for contributor’s
social security number, except in the case
of agencies which have a separate payroll

Generally, the layout and text of campaign
and publicity materials are for local determi-
nation. Certain items are prescribed, as follows:

1. Contributor's leaflet. This will be the only

informational hand-out to individual con-
tributors. It will describe the new CFC
arrangement and payroll deduction priv-
ilege, the participating campaign organi-
zations, the provisions for designations and
division of undesignated funds, ete. It
will list each member agency of the cam-
paign organizations with a brief statement
of its program. While length may vary, a
factual statement of about 25 words should
be adequate for each agency.

Some sample text items regarding
CFC are included in Attachment A for
illustration.

. Pledge form. This working form will go
when completed to the central receipt and
accounting point for the local campaign.
Its format will include the appropriate
number of lines for designation purposes.

TONIO AREA COMBINED FED-
ERAL CAMPAIGN. The year is needed
" in order for the receipt point to distinguish
between the last payroll remittances for
one year and the first remittances for the
next. The address may include “care of”
identification if this is essential for mail de-
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identification numbering system and in the
military services. There is no requirement
to use this space. It should be used only
when it aids in accounting or campaign
management,

The standard format and text for payroll
withholding authorizations is shown in At-
tachment B. If there are large Federal in-
stallations payrolling locally with ADP
equipment they may prepare prepunched
cards with the standard text. Both the sheet
form and punched card form are illus-
trated in the attachment.

Other campaign materials which may be
needed, depending upon the size of the opera-
tmn and local custom include:

1.

Chairmen’s Guide.—For use of campaign
chairman in individual Federal instal-
lations.

. Payroll withholding - authorization. This 2, Keyman’s Guide.—Instructions for key-
working form will go when completed to men gbout CFC arrangements, solicitation
the contributor’s payroll office, There are methods and forwarding procedures.
some 1,400 separate payroll offices serving 3. Keyman’s Report Envelope—With tally
Federal personnel. Many of the depart- sheets (which may be printed on the enve-
ments and agencies payroll on a national lope) on which the keyman will list the
or area basis and will be receiving with- names of contributors or the number of
holding authorizations from a number of confidential envelopes enclosed,
local combined campaigns. Accordingly, 4. Miscellaneous Campaign Items ——-Oontrlb-
the authorization must be in standard for- utor's Receipt, “We Gave” Window
mat and bear adequate identification of Sticker, Posters, Progress Charts, A wards,
the local campaign. ete.

The name and mailing address of the 5. Publicity Items.—News stories and fillers
local CFC central receipt and accounting for the local press and house organs, all-
point will be printed in the upper right employee letters, speeches for campaign
corner of the form. The name should be the leaders, division chairmen, ete.
same as that for the campaign, including '
the year, as for example, 1970 SAN AN- 113 PAYROLL WITHHOLDING. The fol-

lowing policies and procedures are authorized
for payroll withholding operations in accord-
ance with Civil Service Regulations, Part 550,
Pay Administration. The service fee to be
charged uniformly by all departments and agen-
cies is 2 cents per deduction. Explanatory notes
are shown in parentheses.
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A. Applicability. Voluntary payroll allot-
ments will be authorized by all departments
and agencies for paynment of charitable contri-
butions to local Combined Federal Campaign
organizations.

B. A Hetters. The allotment privilege will be
inade available to Federal personnel as follows:

1. Employees whose net pay regularly is sufli-

cient to cover the allotment.de An employee
serving under an appointiment limited to 1
year or less may make an allotment to a
Combined Federal Campaign when an ap-
propriate officer of the employing agency
determines the employee will continue his
employment for a period suflicient to jus
tify an allofment o (Includes part-time
and substitute emiployees who are regularly
employed.)
Memberg of the Armed Forces, excluding
those on only short-term assignment in the
aren. (The Department of Defense has
modified its military pay allotment regula-
tions to authorize allotments for CFC
charitable contributions by service mem-
bers.)

C. Authorization.

1. Allotments will be wholly voluntary and
will be based upon cont ributors” individual writ-
ten authorizations.

2. Authorization forms in standard format
will be printed by the combined campaign orga-
nization at each location and will be distributed
to employees along with other campaign ma-
terials at the time chavitable contributions are
solicited.

3. Completed authorization forms should be
transmitted to the payroll offices as promptly as
possible but not later than December 15.

D. Duration. Authorizations will be in the
form of a term allotment for one full year—26,
24 or 12 pay periods depending upon allotter’s
pay schedule—starting with the first period be:
ginning in January and ending with the last pay
period which begins in December. (The stand-
ardization of beginning and ending dates, ex-
cept for individual discontinuances, is intended
to simplify payroll operations and minimize
costs.)

[
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E. Amouit.

1. Allotters will make a single allotment of
an equal amount to be deducted each pay period
during the vear.

2. The wminimum amount will be 50 cents bi-
weekly or gsemimeonthly, $1.00 monthly, with
no restriction on stze of increment above the
minimun,

3. No change of amouut will bhe avwthorized
during the term of an allotnwent.

4. No deduetion will be made for any period
in which allotter’s net pay after all legal and
previously anthorized deductions is insuflicient.
to tover the allotment; no adjustment will bo
madle- in subsequent periods o make up for
deductions missed.

{"These conditions are for the purpose of sin-
plicity and econmuy in payroll operations. The
s0-cent minimum is esseatial in order to keep
administrative expense i reasonable relation to
the amount of contribution.)

F. Renrittance,

1. One check will be sent by the payrol] office
each pay period, in the gross amount of deduc-
tions made on the basis of current authori-
zations, less service fees withheld, to the com-
bined campaign organization af each location
for which the payroll ofice has veceived allot-
ment anthorizations,

2, The check will be accompanied by u state-
ment identifying the agency, the number of em-
ployee deductions included and the total amount
of the service charge withheld. There will be
no listing of allotters included or allotter
discontinuances.

G Discontivuunce,

1. Allotments will he
matically:

(a} On expiration of the one-year withhold-

ing period,

(b) On death, retivement, or separation of al-

lotter from the Federal service.

2, Allotter may revoke his authorization at
aty time by request in writing to the payroll
office. Discontinnance will be effective the first
pay period beginning after receipt of written
revoeation in the payroll office.

discontinned auto-

OCTOBER 19469


SimS
Pencil


CHAPTER 4 —THE COMBINED FEDERAL CAMPAIGN

n

3. A discontinued allotment will not be rein-
stated.

H. Transfer. When an allotter moves to an
organizational unit served by a different pay-
roll office, whether in the same or a different de-
partment or agency, his allotment authorization
will be transferred to the new payroll office, un-
less expressly revoked by the individual. If
there is 4 delay in receiving the transferred au-
thorization in the new payroll office, allotter
should be permitted to complete a new authori-
zation for the remainder of the one-year with-
holding period, which will be considered as
superseding and revoking his previous authori-
zation.

I. Accounting. Establishment of individual
allotment accounts, deductions each pay period,
reconciliation of employee accounts, and deposit
of service fees withheld will be in accordance
with agency and General Accounting Office
requirements.

(The simplified system provided in F. f2emit-
tance is intended to minimize paperwork and to
eliminate the need for any accounting reconcili-
ations between payroll office and campaign or-
ganizations. The payroll office accepts responsi-
bility for the accuracy of remittances, as sup-
ported by current allotment authorizations and
internal accounting and auditing requirements.
The campaign organizations or their designated
agents accept responsibility for the accuracy
of distribution of remittances among the cam-
paign groups, based upon employee pledges and
arrangements for independent audit agreed
upon by the participating campaign groups.)

414 ORIENTATION, TRAINING AND
PUBLICITY ARRANGEMENTS. The Com-
bined Federal Campaign involves so many new
features that a formal plan should be developed
by the local joint work group to cover the ori-
entation of management and employee organi-
zation officials, training of keymen, and pub-
licity to employees and servicemen.

It is expected that all Federal officials will
assist campaign leaders by conducting an en-
thusiastic and purposeful solicitation in -their
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installations in order to develop maximum
group interest and response. In orientation pro-
grams, however, care should be taken to make
clear that Manual policies and procedures are
to be maintained intact as they apply to prohi-
bition against individual employee quotas, as-
sessinents, or any other form of coercive action,
and to the employee’s right of privacy as to the
amount of his gift and his privilege to contrib-
ute through use of a confidential envelope. Con-
tributions must be voluntary.

It is essential that keymen be trained effec-
tively on CFC procedures and be equipped to
answer any questions or problems the contrib-
utors may have in this respect as well as ques-
tions of a substantive nature regarding the pro-
grams of the voluntary agencies.

Employees and servicemen should be told the
background and purpose of the combined cam-
paign arrangements, including the use of in-
stallment payment through payroll withhold-
ing. Special stress should be placed on giving
enough on a once-a-year basis to provide a fair
amount of support for all authorized campaign
organizations.

415 NATIONAL COORDINATION AND
REPORTING. The Assistant to the Chairman,
U.S. Civil Service Commission, is responsible at
the national level for advice to local Federal
coordinating groups regarding CFC arrange-
ments. Direct communication by mail and tele-
phone is recommended.

Manual Appendix B lists the locations of
Field Coordinating Groups. If there are Fund-
Raising Program Coordinating Committee at
locations not listed they should promptly notify
the Assistant to the Chairman so they can be
added to the mailing list for receipt of any sup-
plementary information or instructions issued.

All chairmen of Field Coordinating Groups
are requested to furnish reports to the Assistant
to the Chairman, as follows:

1. Before July 1.—a report that CFC is being
undertaken locally next fall, or a-statement of
the reasons why it has been determined to be
impractical. Furnish information and data as
follows:

FEDERAL FUND-RAISING MANUAL


SimS
Pencil

SimS
Pencil


12

CHAPTER 4.—THE COMBINED FEDERAL CAMPAIGN

(a) CFC campaign area.

(b} Estimated number Federal personnel to
bo solicited, separate for civilian and mil-
itary. :

{c) Receipts in past 3 years by each cam-
paign organization from Federal person-
nel in CFC area.

(d) Ratio for division of undesignated funds.

(e} Gounls—If alternative method used.

9. Before Junuary I.——a report of campaign
results, as follows: (A reporting format will
be. furnished CFC locations requesting any ad-
ditional data required.)

FEDERAL FUND-RAISING -MANUAL

(a)

(h)

Basic data.—Number solicited, Number
contributors, Total receipts, Per capita
gift.

Payroll deductions.—Number authoriz-
ing, Total pledged.
Designations—Summary totals, by cam-
paign organization.

Kinal distribution ratio for division of
designated and undesighated receipts.
Narrative summary evaluation of CFC
arrangement based upon campaign ex-

pevience,
] £ b R
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SAMPLE TEXT ITEMS

WHAT IS THE COMBINED FEDERAL
CAMPAIGN? It's a one-time solicitation for
voluntary health and welfare agencies. The
(name of local united fund) and the National
Health and International Service Agencies
{add American Red Cross where appropriate),
which ‘normally would solicit next spring are
cooperating lecally in a single campaign for
Federal personnel. This will be the only fund-
raising drive for voluntary agencies this year,

HOW DID IT COME ABOUT? Many em-
ployees have asked for a single charity drive. It
can save a great amount of time and expense for
the Government and the voluntary agencies.
One drive makes it practical, too, to have a pay-
roll payment plan. The Combined Federal Cam-
paign has the full endorsement of the heads of
cxecutive departments and agencies and the
presidents of major employee organizations.

WHY PAYROLL PAYMENT ? Employees
and servicemen want to contribute their fair
share. Payroll payment helps you to do this
because you spread your gift in small install-
ments over a full 12 months. What you give
does not depend upon how much cash you have
on hand at the time you are solicited. Remem-

ber, your one-time pledge covers all charitable -

contributions on the job this year.

The payroll payment plan is available to all
civilian employees and to members of the Arm-
ed Forces who are assigned in this area. Its use
is optional and veluntary with the contributor,
under the ground rules which the Government
has set to keep down payroll withholding costs:

L. Minimum allotment per payday is 50¢ if

you are paid every two weeks or twice a
month, or $1 if paid monthly. Above these
minimums, allotment may be in any
amount.
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2. Withholding in the amount authorized will
be for a full year beginning with the first
pay period in January. You may discon-
tinue the allotment at an earlier date upon
written request to the payroll office, but you
cannot change the amount or begin pay-
roll payment again in 19—.

HOW ARE PLEDGES DIVIDED
AMONG THE CAMPAIGN ORGANIZA-
TIONS? A proportionate amount for each of
the campaign organizations has been . worked
out on the basis of their past receipts from
Federal personnel in this area, as shown below.
If you want to designate a special amount for
any of the agencies participating in these orga-
nizations, write the name and amount in the
space provided on the pledge form and your
designation will be honored.

Peroent

{Name of local united fund) ____ - —_—
National health agencies__ - - ——
International service agencies____ .o e _—
(Red Cross, if separate) . (e~ —
Total - 100

(Or, if the alternative method is used, the fol-
lowing description of the distribution of funds
is nppropriate: Each group has a dollar goal
based on its average receipts in past Federal
campaigns in the area. Campaign contributions
will be distributed among the voluntary groups
on the basis of dollar goals agreed to by the
groups. Any contributions which are designated
to a participating voluntary agency will be hon-
ored and credited towards the campaign goal of
the appropriate group. Undesignated funds re-
maining after the goal of each group has been
met will be distributed in accordance with the
following percentages agreed upon by the volun-
tary groups: UF % ; NHA %; ISA
%o-)
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SUGGESTED SCALE OF GIVING. Fair share giving guide
Everyone wants to help his fellowman, but the
question is frequently asked “What's my Anmual income Suggested Surgested
share?” Of course, there’s no single answer. The contribution | ellotment
Guide below suggests what a fair share of the Uo to
campaign goal would be for those at various in- P $4,000. ...
come levels, It 1s not to be regarded as a quota 50000 . ...
or an assessment on any individual. The de- gaggg ---------------
cision to give and the amount is up to you. 8:000:‘:::
Be as generous as you can. 9,000 _____._.._..
Make checks payable to “Combined Federal i?’ggg """"""""
Campaign.” 12000 ..
Jontributions are tax deductible, i 3’333“ ey
Contributors who use direct payment have the 1;'000-:_::
option of making a confidential gift through the 16,000 ____..._____
use of a sealed envelope which will be delivered 17,000 ...
. . . 18,000 and over.._...
without opening to Combined Federal Cam-

palgn Headquarters' 1 T'wies thla if payday is monthly.
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PAYROLL WITHHOLDING AUTHQRIZATION FOR

19— NATIONAL CAPITAL AREA

COMBINED FEDERAL CAMPAIGN

VOLUNTARY CHARITABLE CONTRIBUTIONS P.O. Box 1526

Woshingfon, D.C. 20013
NARE (First Name) Qinitialy (Last Name) IDENTIFICATION NO.
AGENCY BUREAU OR OFFICE LOCATION

FILL IN BLANK BOX OR CHECK BOX SHOWING THE AMOUNT OF YOUR ALLOTMENT

Minimum smount for use of payroll withhelding is 50¢ each pay day if paid every two weeks
or twice monthly; $1.00 it paid monthly, The amount Indicated by military personnel will
be the monthly amount to be deducted as an allotment from pay.

s $5. 00 | $4.00 $3.00 $2.00 $1.00 $0.75 $0.50

I hereby authorize the above-named agency or any other agency of the U.8. Government by
which I may be employed during 19_—_ to deduct the amount shown above from my pay each
pay period during calendar year 19__, starting with the first period beginning in Jamuary
18.__ and ending with the last period which begins in December, provided that the amounts
so deducted shall be remitted to the Combined Federal Campaign shown above. I under-
stund that this authorization may be revoked b¥ me in writing at any time before it expires.

Date

——— Contributor's Bignatare._.

FOR AGENCY USE ONLY

TO FEDERAL PAYROLL OFFICES—If the con-
tributor moves to the jurisdiction of another pay-
roll office before 19._, this anthorization should be

forwarded.

1 2 3

CSC Form 804 June 1965

JDENTIFICATION NO. NAME
1 2
19— SAN ANTONIO AREA
3 COMBINED FEDERAL CAMPAIGN
INSTALLATION OR AGENCY 1Address)

PAYROLL WITHHOLDING AUTHORIZATION FOR VOLUNTARY CHARITABLE CONTRIBUTIONS

FILL IN BLANK
BOX OR CHECK
BOX SHOWING D

Minlmum amount for use of payroll withholding is 30¢ each pay day if pold every two weeks or twice
monthly ; $1.00 if panid monthly, The gmount Indicated by military personnel will be the monthly
amount to be deducted as an allotment from pay,

[s l lss.oo] l |s4._ool Llsa.ool ]sz.ool I lsx.ooJ I ]w.ﬂﬂ |s0.50

B AMOUNT Ih thorize the abo d u
ereby authorize the above-named fgepey or any other ngency of the U.B. Government by which I
OF YOUR may be employed during 19____ to deduct the pmonnt shown above from my pay each pl’ly period
ALLOTMENT during calendar year 19, starting with the first period beginning in January 19— and ending
with the Jast pay period which beging in December, provided that the ampunts so deducted shall be
remitted to the combined Federal campaign shown above, I understand that this autherization may

be revoked by me in writing at any time before It expires.
DATE CONTRIBUTOR'S SIGNATURE
_ FOR AGENCY USE ONLY
TO FEDERAL PAYROLL OFFICES—If 4 5 [

the contributer moves to the jurisdiction
of another payrell office before 19____ thia
authorization should be forwarded.
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CHAPTER 5

ELIGIBILITY REQUIREMENTS FOR NATIONAL VOLUNTARY AGENCIES

5.1 PURPOSE. These eligibility requirements
are established to insure that: ‘

a. Only responsible and worthy voluntary
agencies are permitted to solicit on the
job in Federal installations.

b. The funds contributed by Federal per-
sonnel will be used effectively for the an-
nounced purposes of the soliciting
agency, and

¢. All recognized national agencies have
field organizations capable of partici-
pating equitably in the joint campaign
arrangements required by the Federal
program.

5.2 GENERAL REQUIREMENTS

21 Type of Agency. Only nonprofit, tax-
exempt agencies having specific functions in
the fields of health, welfare or recreational
services, or in the provision of international
services consistent with the policies of the
U.S. Government may be approved. Agencies
which are supported primarily through united
funds and community chests will not be rec-
ognized for participation in independent or
Joint campaigns except with respect to non-
federated communities and the overseas area.

22 Integrity of Operations. Only agencies
having a high degree of integrity and respon-
sibility in the conduct of their affairs will be
approved. Funds contributed to such organi-
zations by Federal personnel must be used ef-
fectively for the announced purposes of the
agency.

.23 Avoidance of Competition. To avoid so-
licitation competition, approval will not be
granted to more than one national health
agency within a single field which deals with
physical handicap or disease.

.24 National Scope. The agency must demon-
strate that:

a. It is organized on a national scale with a

national association which is representa-
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tive of its constituent parts and which,
through its board of directors, exercises
close supervision over the operations and
fund-raising policy of its local chapters
or affiliates.

b. It has earned good will and acceptability
throughout the United States, particu-
larly in cities or communities within
which or nearby are Federal offices or
installations with large numbers of per-
sonnel.

¢. It has enough fund-raising representa-
tives at decentralized locations to be able
to enter into full participation with a
group of agencies in the conduct of loeal
campaigns  throughout the  TUnited
States. _

d. If a national health agency, it has a well-
defined national program involving re-
search, education, and community serv-
ices with sufficiently developed local
chapter or affiliate coverage to imple-
ment its national program in cities or
communities within which or nearby are
Federal offices or installations with large
numbers of personnel.

25 Type of Compaign. Approval will be
granted only for fund-raising campaigns in
support of current operations, Capital fund
campaigns are not authorized. Agencies must
observe the policy and procedural requirements
for fund raising in the Federal service.

5.3 SPECIFIC REQUIREMENTS

81 Program. An active and necessary pro-
gram with particular regard to the welfare of
the public and the persons served; evidence of
consultation and cooperation with established
agencies in the same or related fields; and
efficient operations.

.32 Volunteer Control. Direction of the orga-
nization by an active, voluntary board of di-
rectors which serves without compensation,
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CHAPTER 5--ELIGIBILITY REQUIREMENTS FOR NATIONAL AGENCIES

holds regular meetings, and exercises effective
administrative control.

.33 Finances. Adoption of the Standards of
Accounting and Financial Reporting for Vol-
untary Health and Welfare Organizations and
maintenance of a financial system which in-
cludes accounting procedures acceptable to an
independent certified public accountant and
conduct of fiscal operations in accordance with
a detailed annual budget, prepared and ap-
proved at the beginning of the year by the
board of any significant variations from the
approved budget.

.34 Fund-Raising Practice. Publicity and pro-
motional activities based upon the actual pro-
gram and operations of the agency; protection
afforded against unauthorized use of agency
contributers’ lists; no payment of commissions
for fund-raising; no mailing of unordered tick-
ets or commercial merchandise with a request
for monty in return; and no general telephone
solicitation of the public.

.35 Nondiserimination. A policy and practice
of racial nondiscrimination applicable to per-
sons served by the agency, to agency staff
employment and to membership on the
agency’s governing board, as prescribed in
Chapter 7.

.36 Annual Report. Preparation of an annual
report to the general public which includes a
full deseription of the agency’s activities and
the names of chief administrative personnel.

.87 Financial Reports. Preparation of an an-
nual financial report to the general public in
accordance with the Standards of Accounting
and Financial Reporting for Voluntary Health
and Welfare Organizations (developed by the
National Health Council and National Assem-
bly for Social Policy and Development) and
certification of such report by an independent
certified public accountant.

38 Source of Funds and Costs Report. Filing
of special report with Chairman of the Civil
Service Commission which discloses the
agency’s sources of funds, fund-raising ex-
pense, and use of net funds in its most recent
fiscal year.

5.4 APPLICATION REQUIREMENTS
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.41 Exemptions. The American National
Red Cross and local community chests or
united funds which are members in good
standing of, or are recognized by, the United
Way of America are exempt from these applica-
tion requirements except for the nondiserimi-
nation requirements of paragraph 5.46h and
the accounting and financial reporting require-
ments of sections 5.46f and 5.46j. In addition,
the United Way of America as a national
organization must conform in its financial re-
porting to the Standards of Accounting and
Financial Reporting for Voluntary Health and
Welfare Organizations. The financial report-
ing requirements of paragraph 5.46f and 5.46j
as they relate to local community chests or
united funds shall be effective with the pro-
gram year 1973 (fall 1972 campaign). For
purposes of this section, the American Na-
tional Red Cross and its chapters are recog-
nized as operating an accounting and financial
system in substantial compliance with the
Standards of Accounting and Financial Re-
porting for Voluntary Health and Welfare Or-
ganizations and certification to this effect by
local chapters is not required.

42 Annual Applications. To be considered for
solicitation privileges in domestic or overseas
campaigns in the Federal service, each na-
tional voluntary age.icy must file application
annually,

43 Time and Place of Filing. Application is
filed with the Office of the Chairman, U.S.
Civil Service Commission, Washington, DC
20415, and must be postmarked on or before
February 1. Applicants are urged to file as
early as possible.

.44 Eligibility Decisions. Decisions as to
eligibility are made by the Chairman, with the
assistance of an eligibility committee of gov-
ernment officials and employee organization
leaders, and are based upon the information
filed with the agency’s application and derived
from other responsible sources.

.45 Notice of Decision. Applicants are noti-
fied of the decisions on their applications ap-
proximately one month after filing.

.46 Form and Content of Application. Appli-
cations shall be filed in the following form,
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CHAPTER 5—ELIGIBILITY REQUIREMENTS FOR NATIONAL AGENCIES

)

with the information, documents and data
specified

a. Corporate Names and Fiscal Year.

b. Origin, Purpose and Structure of Organi-

*f.

zation. Furnish information to show
agency meets the General Requirements
gtated in section 5.2. Applications lim-
ited to overseas campaign privileges
only will be considered under modified
requirements for paragraphs 5.24 ¢ and
d.

Chapters, Affiliates or Representatives.
Furnish a list of chapters, affiliates or
representatives arranged in alphabetical
order by state and, under the state, by
cities with chapter, affiliate or represen-
tative by names and addresses. If appli-
cation ig for renewal of recognition cur-
rently in force a copy of the prior year's
listing updated by pen and ink changes
is acceptable.

Program {sec 5.31). Outline the pro-
gram. List the names of other national
voluntary agencies which offer similar
services covering the whole or a part of
the same field of activity and state past
and current relationships with such
agencies.

Volunteer Control (sec 5.32). Describe

board of directors’ administrative activ-.

ity in past year and list board members'
names, addresses and businesses or pro-
fessions.

Finances (sec 5.38). Furnish -certifica-
tion by an independent certified public
accountant of compliance with an ac-
ceptable financial system and adoption
of the Standards of Accounting and Fi-
nancial Reporting for Voluntary Health
and Welfare Organizations.

Pund-Raising Practice (sec 5.34). State
compliance with all factors.
Nondigserimination. Furnish written as-
surance of racial nondiserimination as
prescribed by Chapter 7. If applicant has
filed satisfactory nondiscrimination as-
surance and has maintained suhe nondis-

FEBRUARY 197

criminatory policy or practice without
- substantial change, further assurance is
not required in applications for renewal
of recognition.

i. Annual Report (sec 5.36). Furnish copy
of latest annual report.

*i. Financial Reports (sec 5.37). Furnish
copy of latest financial report prepared
in accordance with the Standards of Ac-
counting and Financial Reporting for
Voluntary Health and Welfare Organi-
zations and certification by an independ-
ent certified public accountant that the
report was prepared in conformity with
the “Standards.”

k. Source of Funds and Costs EReport (sec
5.38). Furnish a special report with the
Chairman of the Civil Service Commis-
sion consistent with the reporting re-
quirement of the Standards referred to
in section 5.837 which discloses the
agency’s sources of funds, expenditures
by program service and supporting serv-
ices, separately identifying fund-raising
and other expenditures. The report must
cover the most recent fiscal year and rep-
resent a consolidated statement of na-
tional and affiliate income and expendi-
tures. The amount of contributions re-
ceived from united funds or community
chests, from Federal service campaigns,
and the total from other sources must be
separately identified and shown as a per-
cent of total contributions. Report should
be furnished in accordance with the for-
mat shown in APPENDIX C.

5.5 PUBLIC ANNOUNCEMENT OF REC-
OGNIZED AGENCIES AND ASSIGNED
PERIODS. The Chairman of the Civil Service
Commission issues a bulletin in the spring of
each year to announce the names of all volun-
tary agencies recognized for the ensuing fiscal
year and to specify the periods assigned for
their solicitations within the Federal service.
The annual fund-raising bulletin is included in
the APPENDIX.

FEDERAL FUND-RAISING MANUAL


SimS
Pencil

SimS
Pencil

SimS
Pencil


CHAPTER & 31

CAMPAIGN PRACTICES AND PROCEDURES

w6.1 PURPOSE OF AUTHORIZED CAM-
PAIGNS+. The program for fund raising
within the Federal service is in recognition of
the importance of voluntary agencies in our
free society—agencies which complement and
strengthen our tax-supported services in a
manner which is vital to the well-being of the
American people. Their voluntary services to
human needs—in local communities and on the
national and international scene—depend upon
contributions of funds from the public. And
the primary source is employed persons—those
with jobs and regular income who recognize a
social and civic responsibility to share in help-
ing their fellow man. Solicitation of employees
on the job is authorized in the Federal service,
as in most other large organizations, in order
to assist voluntary agencies in obtaining the
funds to continue their worthy programs.
Thus, the purpese of our approved campaigns
is to familiarize Federal personnel with the
human needs that are being met by voluntary
programs and to encourage them to contribute
a fair amount of the finaneial support required.

6.2 TRUE VOLUNTARY GIVING#. True
voluntary giving is the free response of an in-
dividual to an appeal which gives him full
knowledge of the human needs at stake and en-
courages him to contribute generously in rela-
tion to his financial ability and his responsibil-
ity as a good citizen.

Before the present program was inaugurated,
the lack of official guidelines for the conduct of
campaigns had resulted in employee com-
plaints—warranted or unwarranted—about co-
ercion by management personnel to force con-
tributions on an involuntary bagis. The Pres-
ident’s concern that this not occur forms the
bagis for the express injunction of Executive
Order 10927 that fund-raising arrangements
“shall permit true voluntary giving and reserve
to the individual the option of disclosing his
gift or keeping it confidential.” Any practice

OCTOBER 1969

that involves compulsion, coercion, or reprisal
directed to the individual serviceman or civ-
ilian employee because of the size of his con-
tribution or his failure to contribute has no
place in the Federal program. Coercive prac-
tices debase the spirit and purpose and violate
the letter of the Executive Order,

It is incumbent upon the heads of Federal
offices and installations to see that management
and supervisory personnel and other campaign
workers are expressly informed of the Presi-
dent’s policy. Negative practices are no sub-
stitute for the organized, intensive encourage-
ment of voluntary contributions which is
contemplated by the Federal program.

6.3 CAMPAIGN OBJECTIVESy

a. To inform Government people of the es-
sential role that voluntary agencies play
in the community and the nation and
their need for public support.

b. To provide an opportunity for every in-
dividual to donate to specific worthy ag-
encies for purposes with which he is fam-
iliar and which he wants to support,

¢. To seek 100 percent voluntary participa-
tion while preserving the individual’s
right to give or not to give.

d. To stimulate generous giving in relation
to the ability of the giver while preserv-
ing his right to give in a confidential
manner if he chooses to do so.

%6.4 ORGANIZATION FOR SOLICITA-
TION¥

41 Management and Employee Organization
Support. The importance of meeting human
needs through our voluntary agencies and of
assisting Federal personnel to discharge their
social and civie responsibility without fear of
coercion calls for solid understanding, backing
and cooperation from all levels of management
and from employee organizations. The head of
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each Federal installation is responsible for pro-
viding local leadership to each authorized cam-
paign by:

a. Cooperating with voluntary agency rep-
resentatives and the heads of other Fed-
eral agencies in the communitywide
effort.

b. Advance planning and activation of an
effective campaign organization in his
own installation.

c¢. Enlisting the participation and support
of employee organization leaders where
possible.

d. Personal endorsement and follow up
through messages to all employees and
contacts with management and supervis-
ory staff,

42 Advance Plaonning and Organization. Ad-
vance planning and activation of the campaign
organization requires:

a. Selecting a campaign chairman or pro-
ject officer, division chairmen and key-
men who are able and enthusiastic.

b. Briefing of management staff, campaign
workers, and employee organization lead-
ers on the policies of the Federal program
and the educational material and admin-
istrative details involved in the camp-
aign.

¢. Clear assignment of responsibilities for
general publicity, kick-off rallies, indoc-
trination meetings, and person-to-person
solicitation—and for effective supervis-
ion, follow up, and progress reporting at
each echelon of the campaign organiza-
tion.

These steps are primary and essential. A de-
tailed guideline for effective campaigning is in-
corporated in the APPENDIX.

.48 Keyman Responsibilities. A keyman is se.
lected for the personal solicitation of about 25
employees, more or less, depending upon the
unit organization. He should be chosen for his
leadership qualifications, compatibility with co-
workers, and motivation toward successful per-
formance. Since he is acting, in effect, as an
agent of the recognized voluntary agencies in
contacting potential contributors it is impor-
tant that each keyman be given a thorough

FEDERAL FUND-RAISING MANUAL

briefing on the program and purpose of the
participating voluntary agencies, preferably by
representatives of the fund-raising agencies
themselves. The keyman’s responsibilities are
to:

a. Personally contact each prospective con-
tributor in the assigned group and give
him the educational literature and con-
tributor’s cards or envelopes appropriate
to the campaign.

b. Explain the services performed by the
voluntary agencies and answer any ques-
tions about them and the Federal fund-
raising program.

c. Urge a generous gift, with the goal of 100
percent voluntary participation in mind;
where appropriate call attention to local
fair-share giving guides and arrange-

| ments for pledges to be paid on the in-
gtallment plan.

d. Collect employee contributions, forward
themm and make reports in accordance
with local arrangements for the partie-
ular campaign.

e. Where authorized in the particular de-
partment or agency, collect installment
pledges when due.

#6.5 DOLLAR GOALS, FAIR SHARE
|GUIDES AND INSTALLMENT PLEDGES+

bl Dollar Goals or Guotas. In united fund
and community chest campaigns, in coordin-
‘ated solicitations in nonfederated communities
fand mixed areas, and in Red Cross campaigns
lin the domestic area, the local Federal agency
head may accept an equitable dollar goal or
Iquota representing his installation’s share of
the overall dollar goal for the community.
When so accepted, the doliar goal for the in-
stallation may be allocated in the form of sub-
goals to principal divisions of the installation,
The assignment of a dollar goal or quota to an
;individual potential contributor is absolutely
prohibited. Dollar goals are not authorized in
the National Health Agencies and Internation-
al Service Agencies campaigns in the domestic
area nor in any overseas campaigns.

i
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CHAPTER 6—~CAMPAIGN PRACTICES AND PROCEDURES

.52 Fair-Share Giving Guides. In campaigns
which have dollar goals, campaign materials
may include what the voluntary agencies con-
gider one’s fair share of responsibility toward
the success of the campaign. These suggestions
are developed by the soliciting agencies for the
giver's guidance and education, and are per-
misgible in the Federal program. However,
there shall be no requirement that individual
employees meet such guides when making gifts,
and care should be taken to see that the fair-
share guide is not misrepresented as an indi-
vidual “assessment” or “quota.”

.53 Installment Pledges. In campaigns which
have dollar goals, the voluntary agencies may
provide for deferred payment of contributions
through installment pledges.

.531 Employer Collection. Federal agencies
may make provision for keyman coliection of
installment pledges. Whether this will be done
is in the discretion of each Federal depart-
ment and agency. Discretionary authority may
be redelegated to the heads of local installa-
tions. An agency undertaking to collect em-
ployee pledges may specify (a) the number
and timing of periodic installments allowed to
an individual contributor, and (b) the keyman
collection system to be used. Payment through
payroll deductions is not authorized except in
a Combined Federal Campaign.

532 Keyman Collection Systems. The ays-
tems used for collection of installment pledges
are usually called Keyman A or Keyman B.
Keyman A provides for notification of the em-
ployees when installments are due and for key-
man follow-up and collection of installments,
Keyman B provides only for collection stations
where installments may be turned in by con-
tributors; it does not involve notification of in-
stallments due or keyman follow-up. Under
both systems, the follow-up of any delinquent
installment payments—and all servicing of
confidential gift installment pledges—will be
done directly by the voluntary agencies in-
volved.

6.6 CONFIDENTIAL CONTRIBUTIONSw
.61 Policy. The privilege of each Federal con-
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tributor to disclose his gift or keep it confiden-
tial is mandatory in all campaigns. This right
or privacy is safeguarded through the contri-
butor’s option to use a sealed envelope in mak-
ing his donation whether by cash, check or
pledge. He need not place his name on the en-
velope used and it will not be entered by any
other person, No effort may be made by any
Federal official or employee to determine the
amount of a contribution submitted in a con-
fidential manner.

.62 Keyman Procedures,

621 Solicitation. Each potential giver must
be given full opportunity to exercise his option
to disclose the amount of his gift or keep it con-
fidential. No action which might be coercive or
contrary to the principles of true voluntary
giving is permitted.

622 Collection and Recording. When a
contributor makes his gift by sealed envelope,
with or without his name on it, the keyman
will preserve the confidentiality of the gift.
He will only verify that the contributor’s en-
velope bears the appropriate department or
agency identification, and will write it on if
necessary, in order to insure its safe trans-
mittal and accountability. Where an individual
receipt is called for by campaign procedures,
he will furnish the contributor a receipt leav-
ing blank the amount of the gift. The keyman
will forward the sealed contributor envelopes
in his Keyman Envelope. When sealed envelopes
do not bear the contributor’s name, the keyman
will not list the name on his contributor’s list
or tally sheet but merely show the number of
such anonymous contributions.

623 Ingtallment Pledges. The keyman will
not handie the follow-up and collection of in-
stallments on pledges which have been made in
a confidential manner.

.63 Reports from Voluntary Agencies. The
feedback reports from voluntary agencies will
show the total amount of contributions, includ-
ing the total in sealed envelopes, for each key-
man’s contributors list. Voluntary agency re-
ports will not show the amounts of individual
contributions.

*6.7 GENERAL PRIVACY OF CONTRI-
BUTIONS¥. The amounts of individual dona-
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tions will not be made public or revealed to
other personnel except in connection with the
routine collection and forwarding of contribu-
tions and instaliment pledges from contributors
who have chosen not to avail themselves of the
confidential envelope procedure. To avoid any
possibility of coercive persuasion aimed at the
upgrading of an individual’s gift, Federal offi-
cials or employees will not prepare or utilize
for solicitation purposes lists of individuals
revealing their previous gifts. Voluntary
agencies will not publicize lists of Federal con-
tributors showing the amounts of their do-
nations,

%6.8 RAFFLES, LOTTERIES AND OTHER
SPECIAL PROCEDURES PROHIBITED. 4

The program for fund raising on the job has
only one authorized procedure: personal solici-
tation of each potential contributor by desig-
nated keymen. Raffles, lotteries, carnivals,
benefits and other special fund-raising proce-
dures are contrary to Federal policy and are
‘prohibited.

*6.9 CAMPAIGN MATERIALSy

91 Furnished by Voluntary Agencies. All
educational material and operational forms and
envelopes for Federal campaigns must be fur-
nished by the participating voluntary agencies.

.92 Provisions for Confidential Giving.
a. In community chest, united fund, Red
Cross, and Combined Federal Cam-
paigns, the campaign literature and in-

FEDERAL FUND-RAISING MANUAL

dividual contributor’s card (pledge card
if used) must notify the contributor of
his right and option to enclose his gift
and piedge card in a sealed envelope. He
may use any envelope for this purpose.
The voluntary agencies are not required
to furnish envelopes for individual con-
tributors. If the required notice is not
contained in the material furnished by
the campaign organization,* Federal
agencies should provide this notice by
preparing an insert to the materials or
orranging for oral instructions by the
keyman. The provision involved is an ex-
press requirement of E.Q. 10927.

b. In the National Health Agencies, Inter-
national Service Agencies, and American
Overseas Campaigns, the voluntary
agencies will provide an envelope for each
potential giver which shall bear on it a
request to the contributor to enclose hiy
gift and seal the envelope.

93. Recording and Forwarding Contribu-
tions. The campaign literature should contain
instructions to agency campaign chairmen and
keymen on the procedures for recording and
forwarding contributions. Contributors lists or
tally sheets, keyman's envelopes, and campaign
report envelopes should bear printed instrue-
tions for their use.

*This may occur through error or oversight, or in
locations where so few Federal employees are involved
that it is impractical for the campaign organization to
provide a special notice,
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NONDISCRIMINATION REQUIREMENTS

7.1 NONDISCRIMINATION STANDARD.
Voluntary agencies recognized for fund-raising
privileges within the Federal service must op-
erate without racial diserimination and must
carry out afirmative programs to assure cqual
employment opportunity. This poliey applies to
persons served by the agencies, to the staffs of
the agencies and to membership on their gov-
erning boards. Operating without racial dis-
erimination means that

1. No person is excluded from service beeause
of race,

2. There is no segregation of those served on
the basis of race.

3. There is no diserimination on the basis of
race in hiring, assignment, promotion or
other conditions of staff employment. In
addition, the agency has a plan for and is
undertaking positive action to achieve
equal employment opportunity for all per-
sons in the filling of its staff positions. The
plan must include elements such as: con-
tacts with appropriate organizations in the
community, including minority group or-
ganizations, regarding the agency’s em-
ployment needs; recruttment advertise-
ments in minority group news medin where
advertising iy fhe general media is used
to fill ]dba, identtfying the agency as an
equal employment opportunity employer in
recruitient: advertisements; and the use
for job referral purposes of only those em-
ployment agencies which do not discrimi-
nate on the basis of race in making
referrals.

4. There is no discrimination on the hasis of
race in membership on the ngency’s govern-

ing body.

72 VOLUNTARY AGENCIES AF.
FECTED. Every national or local voluntary
health, welfare or recreational agency which
solicits contributions from Federal employces
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or members of the Armed Forces at place of
employment. or duty station must first provide
satisfactory assurance that it follows a policy
and practice of racial nondiscrimination. This
requirement, is applicable to:

1. A local united fund, community chest or
or other federated fund-raising organiza-
tion which is authorized solicitation privi-
legres under the provisions of Manual sec-
tion 3.53, and each participating member
agency;

2. Tach member agency of a coordinated soli-
citation which is authorized solicitation
privileges nnder the provistons of Manual
section 3,56,

The national office and each state or local

chapter of a national voluntary agency

which is authorized on-the-job solicitation

privileges under the provisions of Manual

section 3.57;

+. Each national or local voluntary agency
which is authorized solicitation privileges
in the overseas area under the provisions
of Manual section 3.58 ; and

3. Rach voluntary agency which is authorized
off-the-job solicitation privileges under the

provisions of Manual section 3.6.

;Cf‘:

74 ASSUTRANCE REQUIRED

BS1 Form of asswrance, Assurance of racial
nondiscrimination shall be in writing and shall
consist of ;

1. A statement of policy by the agenecy’s
governing board (national or local board,
as appropriate} covering the elements of
racial nondiserimination listed in the
standard, and
A certification that the agency’s practices
in fact conform with the standard.

Poliey statements and certifications shall be
sufliciently explicit-to assure that the four ele-
ments of racial nondiscrimination listed in the

)
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standard are met. While no standard form or
format is required, a sample form is shown at
the end of this Chapter.

B2 Filing procedure.

1. National level. A national voluntary
agency which is required by the provisions
of Manual section 5.4 to file application
annually for independent solicitation priv-
ileges shall file with the Office of the
Chairman, Civil Service Commission, by
February 1, satisfactory assurance with re-
spect to the policy and practice of its na-
tional organization.

A national voluntary agency whose na-
tional policy is binding upon all local chap-
ters, committees or other units which act
for the agency may also file at the national
level assurance of nondiscrimination prac-
tice on the part of such local units,

2. Local level.

a. United funds and chests. A local
united fund, community chest or other
federated fund-raising organization
shall advise its member agencies of the
nondiscrimination requirements and
request each agency to furnish assur-
ance of racial nondiscrimination in
the form prescribed in .31 above. Tt
shall receive such assurances and for-
ward them in a group, with the policy
statement and certification of the fed-
erated fund-raising. organization it-
self, to the appropriate Federal
official in its local campaign area.

b. National Agencics certified by the Na-
tional Budget and Consultation Com-
mittce. To facilitate the provisions of
of assurances and to avoid excessive
duplication, the Chairman of the
Commission has authorized the Na-
tional Budget and Consultation Com-
mittez, 820 Second Avenue, New York,
N.Y ., toserveasthe approving agency
and official repository for nondiserim-
ination assurances by the national
organizations of certain voluntary
agencies whose budgets, programs
and support plans are reviewed by
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NBCC. Certification in the NBCC Re-
poris that satisfactory assurance is on
file with NBCC shall be considered
satisfactory evidence by local funds
and chests and Federal officials of
compliance with the assurance re-
quirement by the national organiza-
tion of the agency certified.*
NBCC certification applies only in
circumstances where the national or-
ganization of the agency receives sup-
port directly as a participating
member of the local united fund, chest
or local coordinated solicitation. It~
does not apply if the participating
member is a state or local unit of the
national agency, since, in such case,
assurance is required from the par-
ticipating state or local unit.

c. American Red Oross. The Red Cross
has furnished the Chairman of the
Civil Service Commission satisfac-
tory assurance of nondiscrimination
policy and practice with respect to its

* The following national voluntary agencles have filed satis-
factory nondiserimination assurances for their natlonal orga-
nizations and have been certified to local united funds and
chesgts in NBCC-Reports :

Ameriean Couneil for Nationallties Service

American Soclal Health Agsociation

Arthritis Foundation

Big Brothers of Amerien

Camp Fire Girls

Child Welfare League of Amerlea

Couneil on Social Work Education

Department of Public Health Nursing, National League
for Nursing

Family Service Association of Amerlca

Florence Crittenton Assoclotion of Americo

International Socinl Bervice, American Branch

Jackson Laboratory

Natlonal Assembly for Soclal Polley and Development

National Assoclation for Mental Health

Natlonal Agaoclation for Retarded Children

Nutional Assoclation of Hearing and Speech Agencies

National Commlittee on Employment of Youth

Nutlonal Conference on Soclal Welfare

National Councll on Alcoholism

National Counell on the Aging

Natlonal Couneil on Crime & Delinquency

National Federation of Settlements and Neighborhood
Centers

National Legal Atd and Defender Assoclation

Natlonal Recreation and Park Assoclation

Nutlonal Urban League

Travelers Ald Arsoclation of Americn

United Cerebral Palsy Assccintlons of Americo

United Community Funds and Councils of America

Unlted Seamen’s Service

United S8ervice Organlzations, Ine.
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7

national organization and all local
units, Accordingly, local Red Cross

- chapters and units are exempted from

the requirement of filing assurances
with local Federal officials.

d. National health agencies. Each rec-
ognized national health agency, as
listed in Appendix E, has furnished
the Chairman of the Civil Service
Commission satisfactory assurance of
nondiscrimination policy and prac-
tice with respect to its national

organization.
A state or local chapter or affiliate
of a recognized national health

agency which is otherwise eligible to
participate in the Federal - Service
Campaign for the National Health
Agencies shall provide nondiserimi-
nation assurance to the appropriate
FSCNH.\ State Coordinating Com-
mittee. The FSCNHA State Coordi-
nating Committee shall forward in a
group to the appropriate Federal of-
ficial in each campaign location
(county) the nondiscrimination as-
surances of the state or local chap-
ters or affiliates which are other-
wise eligible to participate in the
FSCNHA campaign at that location,
e, International service agencies, Ameri-
can-Korean  Foundation,
Project HOPE and Planned Parent-
hood-Workd Population have fur-
nished the Chairman of the Civil
Service Commission satisfactory as-
surance of nondiscrimination policy
and practice with respect to their na-
tional organizations and all local
chapters, committees and other units,
Accordingly, local units of these na-
tional voluntary agencies are ex-
empted from the requirement of filing
assurances with lecal Federal officials.
f. Recipient of assurances filed locally.
Nondiscrimination assurances re-
quired to be filed at the local level
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CARE,

shall be filed with the chairman of the
sppropriate local Federal coordinat-
ing group, as listed in Appendix B,
or 1n the absence of such organization
in the loeal area, with the head of the
local Federal installation having the
lnrgest number of civilian-and mili-
tary personnel.

B33 When further assurance iz requived. A na-
tional or local voluntary agency which has filed
satisfactory nondiscrimination assurance and
has maintained such nondiscriminatory policy
or practice is not required to file further assur-
ance to continue its eligibility for subsequent
years unless such further assurance is expressly
requested by the appropriate Federal official.
This may be required at any time at the option
of appropriate Federal officials or as required
by the Offico of the Chairman, Civil Service
Commission.

74 ADMINISTRATION BY THE FED-
ERAL GOVERNMENT

41 Responsibility for administration. The re-
sponsibility for administration of the nondis-
crimination requirements at the national level
is assigned to the Office of the Chairman, Civil
Service Commission.

At the local level, each local Federal coordi-
nating group is authorized and responsible for
administration of the nondiscrimination re-
quirements in its local area. In the absence of
such an organization in the local area (county),
the authority and responsibility is assigned to
the head of the local Federal installation having
the largest number of civilian and military per-
sonnel. At thetr discretion, a local Federal coor-
dinating group may redelegate to an appro-
priate committee, or the head of a designated
local Federal installation may redelegate to a
subordinate official, such of the authority as-
signed in this section as is deemed appropriate.

The heads of Federal offices and installations
shall permit the solicitation of employees or
military personnel on the job, or “off-the-job”
as defined in Manual section 3.6, only on behalf
of such voluntary agencies as have been deter-
mined by the responsible Federal coordinating

FEDERAL-FUND-RAISING MANUAL


SimS
Pencil

SimS
Pencil

SimS
Pencil

EppsS


CHAPTER 7—NONDISCRIMINATION REQUIREMENTS

group or official to be qualified under the non-
discrimination standard and related require-
ments. The nondiscrimination requirements do
not apply, of course, to solicitations of Federal
personnel at their homes or otherwise in their
capacity as private citizens away from their
place of employment or duty stations.

42  Acceptance of nondiscrimination asswr-
ances. The appropriate Federsl official in each
local area, as designated above, will review non-
discrimination assurances filed with him te de-
termine that they meet the requirements. He
will request such additions or amendments as
may be needed and recertifications as appear
necessary. He will notify the heads of all local
Federal offices and installations of his finding
with respect to the receipt of satisfactory non-
discrimination assurances from all voluntary
agencies which are otherwise eligible to solicit
contributions from Federal personnel in the
local area. Assurances will be retained as official
records in the custody of his office. The respon-
sible local Federal official may request interpre-
tation or advice from the Office of the Chair-
man, Civil Service Commission, as needed.

A3 Disqualifications. 1f a required nondis-
crimination assurance is not filed with the
appropriate Federal official, or is filed but is de-
termined by him to be unsatisfactory, the velun-
tary agency concerned shall not be permitted to
‘solicit contributions from Federal personnel in
the local area until satisfactory assurance is
received.

In the event a voluntary agency files satis-
factory assurance but information is received
which raises a question whether the agency’s
practices in fact meet the standard, the appro-
priate Federsa] official shall make such investi-
gation as may be necessary and, after providing
the agency an opportunity to present evidence
of satisfactory compliance, shall make a deter-
mination whether Federal fund-raising privi-
legres in the local area will be granted or with-
held from the agency. If a question regarding
nondiscrimination practices is raised with re-
spect to a voluntary agency which furnished
its assurance to the Civil Service Commission

FEDERAL FUND-RAISING MANUAL

or the National Budget and Consultation Com-
mittee, the appropriate Federal official will
forward the question and all available related
information to the Office of the Chairman,
Civil Service Commission, for investigation.
Questions concerning a local voluntary agency
received by the Civil Service Commission will
be sent to local Federal officials for investiga-
tion and decision.

If a local united fund, community chest or
other federated organization does not itself file
the required nondiscrimination assurance, the
federated organization shall not be permitted to
solicit contributions from Federal personnel in
the local area until satisfactory assurance is
received. In such event the local area becomes a
nonfederated community for purposes of Fed-
eral fund raising. Member agencies of the feder-
ated organization which individually have met
the nondiscrimination requirement will not be
allowed to solicit independently. However, they
may organize a coordinated solicitation in ac-
cordance with the provisions of Manual sec-
tion 3.56.

A Nongudlifying agency included in a feder-
ated organization not to benefit directly or in-
divecily from solicitation. 1f a local united fund,
community chest or other federated organiza-
tion furnishes satisfactory assurance for its
own organization, the fact that one or more of
its member agencies has not met the nondis-

. crimination requirements does not cancel the

federated organization’s Federal fund-raising
privileges in the local area. It may conduct a
solicitation in the Federal service on behalf of
those member agencies which have met the
requirements.

However, nonqualifying agencies shall not be
listed in the solicitation literature distributed in
Federal offices and installations and shall not
participate in nor benefit, directly or indirectly,
from contributions received in the Federal solic-
itation. If the federated organization conducts
a solicitation in the general community which
includes nonqualifying agencies, it will be nec-
essary to treat receipts from the Federal solica-
tation as separate and distinct from the funds
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39

received from other contributors, so as to
insure that nonqualifying agencies do not bene-
fit directly or indirectly from the Federal solic-
itation, as follows:
1. Funds from the Federal solicitation shall
be identified separately from other funds
In the organization’s financial records and
shall be allocated only to agencies which

OCTOBER 1969

b

participated in the Federal solicitation;
and

. Funds from non-Federal sources shall be

allocated in a separate process and the pro-
portionate shares assigned to nonqualify-
ing agencies shall not be increased to off-
set losses due to their disqualification for
the Federal solicitation.
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40 CHAPTER 7--NONDISCRIMINATION REQUIREMENTS

SAMPLE CERTIFICATE

At a meeting of the governing board of (name of agency) held on
(date) the board () adopted a policy ( ) affirmed its policy of nondiscrimination
as follows:

1. No person is excluded from service because of race.

2. There is no segregation of persons served on the basis of race.

3. There is no discrimination on the basis of race with regard to hiring, assignment, promotion
or other conditions of staff employment. In addition, the agency has a plan for positive
action to achieve equal employment opportunity for all persons in the filling of its staff
positions including elements such as contacts with various organizations in the community,
including minority group organizations, regarding the agency’s employment needs, recruit-
ment advertissments in minority group news media where advertising in the general media
is used to fill jobs, identifying the agency as an equal.employment opportunity employer in
recruitment, advertisements, and the use for job referral purposes of only those employment
agencies which do not discriminate on the basis of race in making referrals.

4. There is no discrimination on the basis of race in membership on the agency’s governing
body.

I certify that the practices of this organization conform to the policy of nondiscrimination stated
above.

{Date) (President or other sathorized oficlal)

FEDERAL FUND-RAISING MANUAL OCTOBER 19469


SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


APPENDIX

A, Agency Founp-Rasine ProoraM CoORDINATORS
B. FeLp CoorpINATING GROUPS

C. Source oF Fuxps anp Costs RePORT

D. CampalaN GUIDELINES FOR VOLUNTARY (RIVING
E. Axxvuar Funp-Rasing BouLerin

‘OCTOBER 1969 FEDERAL FUND-RAISING MANUAL

226-489 O - 86 - 3


SimS
Pencil

SimS
Pencil


APPENDIX A 43

AGENCY FUND-RAISING PROGRAM COORDINATORS

Agriculture
*Joseph M. Robertson
American Battle Monmments Commission
Harvey E. Conway
Atomic Energy Commission
*John V. Vinciguerra
Board of Governors, Federal Reserve System
John J. Hart
Bureau of the Budget
*Mrs. Velma Baldwin
Central Intelligence Agency
Robert 8. Wattles
Civil Aeronautics Board
Johu W, Dregge
Civil Service Commission
David F¥. Williams
Commerce
Larry A. Jobe
Council of Economic Advisers
Charles B. Warden, Jr.
Department of Defense
Office of the Secretary
*Everett L. Butler
Department of the Army
*James T. Bedsole
*Lt, Col. Henry Morris
Department of the Navy
*Mr. Hudson F. Nagle
*Lt. Cmdr. E. J, MeGuire, USN
Department of the Air Force
*John A. Lang, Jr.
*Lt. Col. H. Allan Davis, Jr.
Imergency Preparedness Office of
William B. Rice
Export-Import Bank
John R. Crown
Farm Credit Administration
Jon T. Greepeisen
Federal Communications Commission
Ben F. Waple
Federal Deposit Insurance Corporation
Floyd E, Tift
Federal Home Loan Bank Beard
Charles M. Dulin
Federal Mediation & Counciliation Service
Jack R. George
Federal Power Commission
W. N. Campbell

*Also member of Fund-Raiging Pelicy Committee,

OCTOBER 1970

Federal Trade Commission
John A. Delaney

Foreign Claims Settlement Comimission
Francis T. Masterson

General Accounting Qffice
*Herschel J. Simmons

General Services Administration
+Jamey W. Hardgrove

Government Printing Office
Virgil W. Potts

Health, Fducation, and Welfare
*Vacancy

Housing and Urban Development
*Lewis B. Williams

Interior
sNewell B. Terry

Interstate Commerce Commission
Bernard F. Schmid

Justice
Kenneth J. Stallo

Labvor
*Leo R. Werts

Library of Congress
Elizabeth W, Ridley

National Aeronautics and Space Administration
“Col. L. W, Vogel

National Capital Housing Authority
Donald . Libera

National Capital Planning Commission
Wilmer C. Dutton, Jr,

National Capital Transportation Agency
J. Neal Tomey T

Naticnal Labor Relations Board
Daniel K, Matthews

National Mediation Board
Thomas A, Tracy

National Science Foundation
Vacancy

Panama Canal Company
*Col. R. 8. Hartline

Post Office
*Kenneth A. Housman

Railroad Retirement Board
Howard W. Habermeyer

Renegotiation Board
Harold E. Stone

Securities and Exchange Comuission
William E. Becker

Selective Service System
Dr. Curtis W. Tarr
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Small Business Administration
Robert H. West
Smithsonian Institution
E. L. Roy
Soldiers’ Home
Brig. Gen. T. R. Stoughton
State
William B. Macomber, Jr.
Subversive Activities Control Board
Charles F. Dirlam
Tariff Commission
Donn N. Bent

Tax Court of the United States
0. W, Schoenfelder

Tennessee Valley Authority
*John E, Massey

Transportation
*Alan L, Dean

Treasury
‘Ernest O. Betts, Jr.

U.s. Infogmation Agency
Lloyd Wright

Veterane Administration
*Dr. Charles P. Henke

Bee footnote on preceding page.

EMPLOYEE ORGANIZATION MEMBERS OF
FUND-RAISING POLICY COMMITTEE

American Federation of Government Employees
Government Employee’s Council (AFL-CIO)

International Association of Machinists and Aerospace
‘Workers

National Alliance of Postal Employees

National Association of Internal Revenue Employees
National Association of Letter Carriers

National Federation of Federal Employees

National Postal Union

United Federation of Postal Clerks

FEDERAL FUND-RAISING MANUAL

Mr. John F. Griner
President

Mr. John A. McCart
Operations Director

Mr. William H. Ryan
National Coordinator, Government Employees De-

partment

Mr. Charles Braxton
Administrative Assistant

Mr. George A. Bursach
Executive Secretary-Treasurer

Mr, James H. Rademacher
President

Mr. Nathan T. Wolkomir
President

Mr. David Silvergleid
President

Mr. Francls 8. Filbey
President
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APPENDIX B

FIELD COORDINATING GROUPS

The jurisdiction of local Federal coordinating groups
ordinarily colncides with the campaign area of the
local united fund or community chest. At some loca-
tions, coordination extends over a wider area. The
designation (CFC) after place names indicates loca-
tions where a Combined Federal Campalgn will be
held in the fall of 1970.

ALABAMA
Anniston (CFQC)
Chairman, Fund-Raising Program Coordinating Com-
mittee
Headquarters, U.8. Army School/Training Center
Fort McClellan, Ala. 36201
Attn: Lt, Col. B. G. Barrett, Comptroller
Rirmingham (CFGC)
Mr. Walter T, Coppinger, President
Federal Executives Association
Internal Revenue Service
P.C. Box T08
Birmingham, Ala. 35201

Huntsville (CFC)

Mr. Abner (. McNaron, Chairman

Fund-Raising Program Coordinating Committee
U.8. Army Missile Command

Attn: AMSMI-X (CEQ)

Redstone Arsenal, Ala. 35809

Mobile
Mr. Martin J. Johnson, President

Federal Executive Association
Social Seeurity Administration

218 St. Francis Street
P.0O. Box 1150
Mobile, Ala, 36601

Montgomery (CFQC)

Dr. Fleetwood Hines, President

Montgomery Association of Federal Administrators
USDA—Animal Health Division

421 South McDonough Street

Montgomery, Ala, 36104

Muscle Shoals

Mr. Sidney Palnter, Chairman

Fund-Raising Program Coordinating Committee
Tennessee Valley Authority

Muscle Shoals, Ala. 35660

FEDERAL FUND-RAISING MANUAL

Avrapama—Continued
Selmu
Col. Clarence 8. Wydner, Chairman
Fund-Raising Program Coordinating Committee
Headquarters 3615th Pilot Training Wing (ATC)
Cralg Air Force Base, Ala. 36701

Tugealoosa {CFC)

Mr. Ted A. Gamble, Chairman

Federal Executive Employees Association
Social Security Administration

1118 Greensboro Avenue

Tuscaloosa, Ala. 35451

AL ASKA
Anchorage (CFC)
Mr. Lyle K. Brown, President
Federal Executive Association
Federal Aviation Administration
632—Sixth Avenue
Anchorage, Alaska 99501

Fairbanks (CFC)

Lt. Col. Ronald J. Rose, Chairman

Fund-Raising Program Coordinating Committee
USARL Yukon Command and Fort Wainwright
APQ Seattle, Wash. B8731

Junear (CFC)

Comdr. W. G. Dick, USCG
P.0. Box 3-5000
Junean, Alaska 99801

Kodiak (CFC)

Capt. Gilford Acker, Chairman

Fund-Raising Program Coordinaling Committee
U.8. Naval Station, Kodiak

FPO Seattle, Wash. 08700

ARIZONA

Flagstaff (CFC)

Mr. Ward Olson, Chairman

Fund-Raising Program Coordinating Committee
Navajo Army Depot

Flagstaff, Ariz. 86001

Phoeniz (CFC)

Mr. James W. Cherry, President
Phoenix Faderal Executive Association
National Labor Relations Board

110 West Camelback Road, Room 207
Phoenix, Ariz. 85013

45
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ARrrzoNA—Continuyed
Presgcott
Mr. W. E, Berry, Chairman
Fund-Raising Program Coordinating Committee
Veterans Administration Center
Prescott, Ariz, 86501

Tucson (CFC)

Maj. Robert E. Eckman, Chairman

Fund-Ralsing Program Coordinating Committee
Headquarters 803d Combat Support Group (SAC)
Davis-Monthan Air Force Base, Ariz, 85707

Yuma (CFQC)

Mr. Charles W. Hetrick, Chairman

Fund-Raising Program Coordinating Committee
Bureau of Reclamation

Bin 5560

Yuma, Ariz. 85364

ARKANBAR
Riytheville (CFC)
Capt. W. M. McGuire, Chalrman
Fund-Raising Program Coordinating Committee
" Headquarters 97th Combat Support Group (SAC)
Blytheville Air Force Base, Ark. 72315 '

Little Rock (CFC)

Mr. Kenneth J. O’Brien, President

Little Rock Federal Executive Association
Veterans Administration Hospital

300 East Roosevelt Road

Little Rock, Ark 72206

Pine Bluff (CFC)

Mr. Tohn B. Norris, Chairman

Fund-Raising Program Coordinating Commiitee
Pine Bluff Arsenal

Pine Bluff, Ark. 71601

CALIFORNIA
Bakerficld (CFC)
Mr. George Chartrand, President
‘Bakersfield Federal Executive Association
Internal Revenue Service
800 Truxtum Avenue, Room 120
Bakerfield, Calif. 93301

Barstow (CFC)

Brig. Gen. Harry C. Olson, Chairman

Fund-Raising Program Coordinating Committee

Marine Corps Supply Center

Barstow, Calif, 92313

Corona (CFC)

Mr. W. Frank Chaffin, Chairman

Fund-Raising Program Coordinating Committee

Naval Fleet Missile Systems Analysis and Evaluation
Group (Code E-031}

11.8. Naval Weapons Center

Corona, Calif. 51720
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CavtrorNIA—Continued
Fresno (CFQ)
Mr. Morris A, Martin, Jr., Chairman
Fund-Raising I'rogram Coordinating Committee
Soil Conservation Service
1130 O Street
Fresno, Calif, 93721

Imperial Valley (CFC)

Mr. Eldon W. Woolley, President

Imperial Valley Federal Executive Association
Immigration and Naturalization Service

P.O. Box 1780

Calexico, Calif. 92231

Indian Wclls Valley (CFC)

Mr. James H. McGlothlin, Chairman
Fund-Raising Program Coordinating Committee
U.8. Naval Weapons Center, Code (53

China Lake, Calif. 96105

Los Angeles (CFO)

Mr. Arthur D. Yewell, Chairman

Los Angeles Federal Executive Board
P.O. Box 92007, Worldway Postal Center
Los Angeles, Calif, 90009

Marysville-Yuba City (CFC)

Col, Robert W, Keller, Chalrman

Fund-Raising Program Coordinating Committee
Headquarters 456th OS Gp (BCR)

Beale Air Force Base, Calif. 95803

Merced (CFC)

Maj. Ronald McCaskill, Chairman
Fund-Raising Program Coordinating Committee
P.0. Box 2421

Castle Air Force Base, Calif. 95340

Redding (CFC)

Col. James F. Lynn, Chairman

Fund-Raising Program Coordinating Committee
Sierra Army Depot (Base Commander)
Herlong, Calif. 96113

Riverside (CFC)

Col. Harold F. Korger, Chairman

Fuand-Raising Program Coordinating Committee
Headquarters 22d Combat Support Group (SAC)
Marck AiriForce Base, Calif. 92508

Sacramento (CFC)

Mr. . Sehnapp, Chairman

Fund-Raising Program Coordinating Committee
Sacramento Air Materiel Area

McClellan Air ¥orce Base

Sacramento, Calif. 05652

San Bernardino (CFC)

Commanding Officer

63d Air Base Group

Norton Air Force Base

San Bernardino, Calif. 92409
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QarrorNIa—Continued
San Diego {CFC)
Rear Adm. J. W. Williams, Jr., Chairman
Fund-Raising Program Coordinating Committee
11th Naval District
San Diego, Calif. $2130

San Fancizco (CFC)

Mr. Gordon R. Elliott, Chairman

San Francisco Federal Exccutive Board
Veterans Administration

450 Golden Gate, Box 36003

San Francisco, Calif. 94102

San Joaquin County (CFC)
Commanding Officer
Sharpe Army Depot
Lathrop, Calif. 95330
Attn: Mr, John Spencer

San Jose (CFC)

Capt. H. K. Sorenson, Chairman

Fund-Raising Program Coordinating Committee
U.S. Naval Air Station

Moffett Field

San Jose, Calif. 94035

Santa Ana (CFC)

Brig. Gen. H. W. Hise, Chalrman

Fund-Raising Program Coordinating Committee
U.8. Marine Corps Air Station (El Toro)

Santa Ana, Calif. 92709

Santa Barbara (CFC)

Mr. Benjamin P. J. Wells, Chairman
Fund-Raising Prograt Coordinating Committee
Postmaster

Goleta, Calif. 03017

Sante Maria (CFC)

Col, Earle E, Sweetland, Chairman
Fund-Raising Program Coeordinating Committee
43924 Aero Space Support Group (SAC)
Vandenberg Alr Force Base, Calif, 93437
Sonoma County (CFC) '

Mr. Raymond A. Brandt, Chairman
Fund-Raising Program Coordinating Committee
Postmaster

Santa Rosa, Calif. 95402

Twentynine Palms (CFC)

Lt. Col. Brian B. Kent, Chairman

Fund-Raising Program Coordinating Committee
5JA Marine Corps Base

Twentynine Palms, Calif. 92278

Vailejo (CFC)

Mr. Gordon A, Fowlston, Chairman
Fund-Raising Program Coordinating Committee
Civilian I’ersonel Office (GGO, PDCT)

60th Air Base Group

Travis Air Force Bage, Calif. 94535

OCTOBER 1970

‘CaLiForNIA—Continued
Ventura (CFC)

Rear Adm. H, 8, Moore, Chairman

Fund-Raising Program Coordinating Committee
Pacific Missile Range

Code 0

Pt. Mugu, Calif. 93041

CoOLORADO
Colorado Springs (CFC)
Maj. Gen. Bernard W, Rogers, Chairinan
Fund-Raising Program Coordinating Committee

Commanding General
Fort Carson, Colo. 80913
Denver (CFC)
Mr. Woodrow O. East, Chairman
Denver Federal Executive Board
Department of Housing and Urban Development
Room 408, Railway Exchange Building
909 17th Street
Denver, Colo. 80202
Fort Collins (CFC)
Mr. Donald Morton, Chairman
Fund-Raising Program Coordinating Committee
Rocky Mountain Forest and Range lxperiment Station
240 West Prospect Street
Fort Collins, Colo. 80521
Mesa County (CFC)
Mr. Ernest R. Leinberger, Chairman
Fund-Raising Program Coordinating Committee
Social Security Administration
P.0. Box 2607
Grand Junetion, Colo. 81501
Pueblo (CFQC)
Mr. Dave N. Keys, Chairman
Fund-Raising Program Coordinating Committee
Pueblo Army Depot
Pueblo, Colo. 81001
CONNECTICUT
Hartford (CFQC)
Mr. A, Raymond Boudreau, Chairman
Greater Hartford Federal Executive Couneil
U.8, Civil Service Commission
450 Main Street
‘Hartford, Conn. 06103
New Haven (CFC)
Mr. Donald Maloney, President
Greater New Haven Federal Executives Association
U.8. 'ost Office
New Haven, Conn, 06501

New London-Groton-Norwich (CFC)

Capt. A. R. Christiansen, Chairmah
Fund-Raising Program Coordinating Committee
U.8. Naval Submarine Base New London
Groton, Conn. 06342
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DELAWARE

Dover (CFC)

Col. Harry M. Odren, Chairman

Fund-Raising Program Coordinating Committee
Dover Air Force Base

Dover, Del. 19901

FLORIDA

Cape Kennedy (CFQ)

Mr. C. C. Parker, Chairman

Brevard County Combined Federal Campaign
John F, Kennedy Space'Center, NASA
QOanaveral, Fla. 32025

Jacksonville (CFQ)

Mr. Douglas B. McAllister, President
" Federal Executive Association

Small Business Admiristration

400 West Bay Street
Jacksonville, Fla. 32202

Key West (CFC)

Capt. E. E. Buckwalter, Chairman
Fund-Raising Program Coordinating Committee
U.8. Naval Station

Key West, Fla. 33040

Miami (CEC)

Dr. A. Tomasulo, Chairman

Miami Federal Executive Board

1201 NW. 16th Street

Miami, Fla. 33125

Milton (CFC)

Capt. C. H. Sigley, Chairman

Fund-Raising Program Coordinating Committee
Naval Air Station

Whiting Field

Milton, Fla. 32570

Okaloosa County (CFC)

Col. Thornton C. Peck, Chairman

Fund-Raiging Program Coordinating Committee
Commander, Hq. 3201st Air Base Group (AFSC)
Eglin Air Force Base, Fla. 32542

Orlando

Mr. William G. Wood, President

Central Florida Federal Management Assoeiation
Naval Training Devices Center

2520 North Orange Avenue

Orlando, Fla, 32813

Pensacola (CFC)

Rear Adm. H. 8. Matthews, Jr., Chairman
Fund-Raising Program Coordinating Committee
Chief of Naval Air Basic Training

U.8. Naval Air Station

Pensacola, Fla. 32508
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Froripa-—Continued
Tampa
Mr. Lawrence M. Dye, President

Tampa Bay Area Assoclation of Federal Administra-

tors
U.8. Weather Bureau
Tampa International Airport
Tampa, Fla, 33602

GEORGIA

Albany (CFC)

Maj R. W. Beason, Chairman

Fund-Raising Program Coordinating Committee
Marine Corps Supply Center

Albany, Ga. 31704

Atlanta (CFC)

Mr. Edward H. Baxter, Chairman
Atlanta Federal Executive Board
Housing and Urban Development
50 Seventh Street NE.

Atlaota, Ga. 30323

Augusta

Col. Joe M. Sanders, Chairman

Fund-Raising Program Coordinating Committee
U.8. Army School/Training Center

Fort Gordon, Ga. 30905

Brunswick (CFC)

Capt. Leroy E. Irvin, Chairman

Fund-Raising Program Coordinating Committee
U.S. Naval Air Station

Glynco, Ga. 31520

Columbus

Col. Jim D. Keirsey

Chief of Staff

Headguarters U.8. Army Infantry Center
Fort Benning, Ga. 31905

Macon (CFC)

Col. Berry A. Segraves, Jr., Chairman
Fund-Raising Program Coordinating Committee
Warner Robins Air Materiel Area

Robins Air Force Base, Ga. 31093

Savanneh-Fort Stewart (CFC)

Commapding General

U.8. Army Flight Training Center

Attn: Lt. Col. Ralph H. Hammer, Deputy G-1
Hunter Army Airfield, Ga. 31409

Valdoste

Col, Clarence $. Parker, Chairman

Fund-Ralsing Program Coordinating Committee
Hq. 3550th Pilot Tralning Wing (ATC)

Moody Air Force Base, Gz. 31601
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Hawanu

Honolulu {CFC)

Mr, William Oshiro, Chairman

Honolulu Federal Executive Board
Veterans Administration Regional Office
680 Ala Moana Boulevard

Honolulu, Hawaii 96810

Ipano
Boisez (CFC)
Mr. Calvin B Wright, President
Boise Federal Executive Council
Internal Revenue Service
P.O. Box 7728
Boise, Idaho 83707

Idaho Falls (CFC)

Mr. John F. Kaufmann, Chairman
Fund-Raising Program Coordinating Committee
U.8. Atomic Energy Commission

P.O. Box 2108

Idaho Falls, Idaho 83401

Pocatello (CFC)

Mr. Gary R. Evans, Chairman
Pocatello Combined Federal Campaign
U.S. Department of Agriculture

P.0O. Box 1472

Pocatello, Idaho 83201

ILLINOI®

Champaign (CFQC)

Col. John W. Fippen, Chairman
Fund-Raising Program Coordinating Committee
Comptroller—Stop 19

Chanute Air Force Base, I11. 61868
Chicago (CFC}

Mr. Michael MeGeoghegun, Chairman
Chicago Federal ixecutive Board
Bureau of Public Debt

5336 South Clark Strect

Chicago, I1L. 60905

Danville (CFC)

Mr. W, B. Thomas, President
Danville Council of Federal Agencies

¥eterans Administration Hospital
Damville, I1i. 61832

Great Lakes {CFC)

Capt. M. M. Gantar, Chajirman

Fund-Raising I'rogram Coordinating Commitiee
U.8. Naval Training Center

Great Lakes, I11. 60088

CCTORER 1970

ILLiNo1s—Continued
Jaliet
Mr. H. L. Dean, Chairman
Fund-Raising Program Coordinating Committee
U.8. Army Ammunition DProcurement and Supply
Agency
Joliet, I11. 60436
Peoria {(CFO)
Mr. John Totten, Chairman
Fund-Raising I'rogram Coordinating Commibtee
Postmaster
Peoria, 111. 60301

Rock Island (CFC)

Mr. Harold Sedrel, Chairman

Fund-Raising Program Coordinating Committee
Rock Island Arsenal

Rock Island, I11, 61201

Springficid (CFC)

Mr. Jay G. Philpott, Chairman

Fund-Raising Program Coordinating Committee
Internal Revenue Service

P.0. Box 1468

Springfield, IH. 62705

INDIANA

Crane (CFC)

Commanding Officer

Naval Ammnition Depot

Crane, Ind. 47522

Fort Wayne

Mr. Eugene J. Gabriel, Chairman

Fund-Raizing Program Coordinating Committee
U.8. PPost Office

Fort Wayne, Ind. 46802

Indianupolis

Mr. Hollis Hopkins, President

Indinnapeiis Councll of Pederal Agencies
General Services Administration

507 U.8. Post Office and Courthouse Building
Indinnapolis, lnd. 46202

Jeffersonville

Mr. Joseph F. Arbena, Chairman

Fund-Raising Program Coordinating Committee
Jeffersonville iCensus Operations Office
Jeffersonville, Ind. 47130

Madison (CFC)

Mr. Gayle T. Kring, Chairman

Fund-Raising Progrumn Coordinating Commibtee
Jefferson Proving Ground

Madison, Ind. 47250
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INDIANA—-Continued
Marion (CFC)

Dr. E. R. Bennett, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Marion, Ind. 46952

Peru (CFC)

Col. James H. Miles, Jr., Chairman

Fund-Raising Program Coordinating Committee
Headquarters 305th Combat Support Group (SAC)
Grissom Air Force Base, Ind. 46970

Towa
Dee Moines
Mr. Alton L. Pruitt, President
Federal Executive Council
Veterans Administration Center
081 Federal Building, 210 Walnut Street
Desg Moines, Iowa 50300

Siour City

Mr. Daniel K. Murphy, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

Sioux City, Iowa 51101

KANBAS
Fort Riley (CFC)
Chairman, Fund-Raising Program OCoordinating
Committee
Headquarters, Fort Riley
Attn : ALRGP-PSD
Fort Riley, Kans, 66442

Hansas City (CFC)

Mr. & Albert Kreek, Chairman

Federal Executive Board

Social Security Administration

601 Bast 12th Street

Kansag City, Mo. 64106

Leavenworth (CFC)

Col. John D. Hoile, Chairman
Fund-Raising Program Coordinating Committee
Assistant ‘Chief of Staff G-l

Fort Leavenworth, Kans. 66027

Topeka (CFC)

Mr. Lorin E. 8ibley, President

Topeka Federal Business Association
Treasury Department, Savings Bonds Division
302 VFW Building, 214 West Sixth Street
Topeka, Kans. 66603

Wichita (CFC)

Mr. Arlie G. Biles, President

Federal Executives Assoclation

Social Security Administration

435 South Water Street

Wichita, Kans, 67202
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KENTUCKY
Bowling Green (CFC)
Mr. Fred Nahm, Jr.

Postmaster
Bowling Green, Ky. 42101

Lexington (CFC)

Mr, William H. Cecil, Chairman
Fund-Raising Program Coordinating Committee
Postmaster

Lexington, Ky. 40507

Lowigville (CFC)

Mr. Icen E. Wilson, President
Federal Executives Association
Social Security Administration
620 South Fifth Street
Louisville, Ky. 40202

LoulslaNA
Alezandria (CFC)
Mr. Frank Finison, President
Rapides Parish Federal Executive Association
Supervisor, Kisatchie National Forest
2500 Shreveport Highway
Pineville, La. 71360
New Orlecans
Rear Adm. Ross P. Bullard, Chajrman
New Orleans Federal Executive Board
8th Coast Guard District
Custom House, 423 Canal Street
New Orleans, La. 70130

Shreveport-Bossier City (CFC)

Col. Marvin E. Anding, Chairman

Fund-Raising Program Coordinating Committee
Headquarters 2d Combat Support Group {(8SAC)
Barksdale Air Force Base, La. 71110

MAINE
Auguste (CFC)
Mr. Harry V. Flussi, Chairnman
Fund-Raising Program Coordinating Committee
Veterans Administration Center
Togus, Maine 04333
Bangor
Brig. Gen. Philip E. Tukey, Jr., Chairman
Fund-Raising Program Coordinating Commibtee
Maine Air National Guard
Bangor International Airport
Bangor, Maine 04401

Limestone

Col. Herman F. Little, Chairman

Fund-Raising Program Coordinating Committee
811th Medica) Group

Loring Air Force Base, Maine 04750
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MainE—Centinued
Portland
Mr. Arthur Dolle, President
Maine Counecil of Federal Agencies
Department of Commerce
157 High Street
Portland, Maine 04101

MARYLAND
Bainbridge—Pcrry Point (CFC)
Capt. H. D. Durham, USN, Chairman
Fund-Raisging ’rogram Coordinating Committee
U.8. Naval Training Center
Bainbridge, Md. 21905

Baltimore (CFC)

Col. Paul Cerar, Ohairman
Federsl Executive Board
Edgewood Arsenal
Edgewood, Md. 21016

Frederick County (CFC)

Mr. Ernest W. Taverner, Chairman
Fund-Raising Program Coordinating Committee
Ruilding 8§20, Fort Detrick

Frederick, Md. 21701

Charles County (CFQC)

Mr. P. Foster, Chairman

Fund-Raising Program Coordinating Committee
Naval Ordunance Station

Indian Head, Md. 20640

Lexington Park (CFC)

Capt. Leonard P. Graning, Chairman
Fund-Raising Program Coordinating Commitbee
U.S. Naval Air Station

Patuxent River, Md. 20870

MASSACHUBETTS

Barastable County (CFQC)

Col. James M. Fahey, Chairman

Fund-Raising Program Coordinating Committee
Headquarters 551st Combat Support Group (ADGC)
Otis Air Force Base, Mass 02542

Baoston (CFC)

Mr. James Elms, Chairman

Fund-Raising Committee, Boston FEB

NASA Electronics Research Center

Cambridge, Mass, (2139

Brockton (CEFQC)

Mr. Bart J. Murray, Chairman

Fund-Raising Program Coordinating Committee
Social Security Administration

365 Westgate Drive

Brockton, Mass. 02401

OCTOBER 1970

MassacrUsETTS—Continued
Fort Devens (CFC)
Lt. Col. Alvan C. Sinoff, Chairman
Fund-Raising Program Coordinating Committee
Comptroller, USASA Training Center and School
Fort Devens, Mass, 01433

Lawrence

Mr. Norman E. Morrill, Chairman
Fund-Raising Program Coordinating Committee
Internal Revenue Service

310 Lowell Street

Andover, Mass. 01812

Northampton (CRC)

Dr. James L. Benepe

Director

Veterans Administration Hospital
Nortbampton, Mass, 01080

Pittsficld

Mr. John Hamilton

Postmaster

U.8. Post Office

Pittsfield, Mass. 01201
8pringfield—Chicopee-Holyoke (CFC)

Col. Paul V, Clifford, Chairman

Fund-Raising Program Coordinating Committee
Headquarters 99th Combat Support Group (SAC)
Westover Air Force Base, Mass. 01022

Worcester (CFQ)

Mr. John B, Howarth, Chalrman

Fund-Raising Program Coordinating Committee
Postmaster

Worcester, Mass. 01601

MICHIGAN

Ann Arbor

Mr. Robert 8. Via, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

2215 Fuller Road

Ann Arbor, Mich, 48105

Battle Creek

Dr. James E. Baker, Chairman

Fund-Raising Program Coordinating Comanittee
Veterans Administration Hospital

Battle Creek, Mich. 45016

Detroit

Mr. Eddie McGloin, President

Federal Executives Association of Metropolitan
Detroit

Federal Housing Admindstration

10th Floor, Book Building

Detrolt, Mich. 48226
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MioH1gAR—Continued
Giinn
Chairman, Fund-Raising Pregram iCoordinating
Committee
Headquarters 410th Bombardment Wing (8AC)
K. I. Sawyer Air Force Base, Mich. 49842

Lansing

Mr. Allan Nickels, President
Federal Executive Association
U.8. Depuartment of Agriculture
000 West Ottawa

Lansing, Mich. 48915

Muskegon (CFC)

Mr. Walter B. Steele, Chairman

Fund-Raising Program Coordinating Committee
Postmaster

Muskegon, Mich. 40440

Oscoda—AuSablc Community (CFC)

Col. Emmett M. Prow, Chairman

Fund-Raising Program Coordinating Committee
Commander, 370th Combat Support Group (SAC)
Wurtsmith Air Foreé Base, Mich. 48753

MINNESOTA
Duluth
Mr. Frank P. Blatnik, Chairman
Fund-Raising Program Coordinating Committee
Postmaster
2800 West Michigan Street
Duluth, Minn, 55808

Minneapolis-St, Paul (CIFC)

Mr. Norwood B. Melcher, Chairman
Minneapolis-8t. Paul Federal Executive Board
Bureau of Mines

P.0. Box 1680

Twin Cities, Minn, 55111

st. d\zoud (CFC)

Mr. Frank Kiunk, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

St. Cloud, Minn. 56301

MissIgsIrPl

Biloxi-Gulfport-Pascagoula {CFC)
Mr. T. F. Robinson, President

Mississippi Coast Association of Federal Administira-

tors
Social Security Administration
1022 32d Avenue
Long Beach, Miss, 30501
Columbus (CFC)
Col. David H. Buss, Chairman
Fund-Raising Program Coordinating 'Commlttee
Headquarters 3650th Pilot Training Wing {(ATC)
Columbus Alr Force Base, Miss, 39701
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MissiseirrI—Continued
Jackaon (CFC)
Mr. J. G. Martin, Jr., President
Jackson Federal Executives Association
Internal Revenue Service
P.0. Box 370
Jackson, Miss. 39202
Tupelo
Mr. N. Arnest, Chairman
Fund-Raising Program Coordinating Committee
Tennessee Valley Authority
Tupelo, Miss, 38801

Miss0URI
Kansas City (CFC)

Mr, E. Albert Kreek, Chairman
Kansas City Federal Executive Board
Soclal Security Administration

601 Bast 12th Street

Kansas City, Mo. 64108

8t. Louds

Rear Adm. Russell R. Waesche, Jr., Chairman
8t. Louis Federal Executive Board
Commander, 2d Coast Guard IMstrict

1520 Market Street

8t. Louls, Mo. 63103

Sedalia (CFC)

Maj. Richard B. Slight, Chalrman

Fund-Raising Program Coordinating Committee
851st Combat Support Group (BCR)

Whiteman Air Foree Base, Mo, 65301

Springfleld

Dr. Pasguale J. Ciccone, Chairman

Fund-Raising Program Coordinating Committee
Medical Center for Federal Prisoners

Springfield, Mo, 65802

MONTANA
Billings
Miss Angelyn B, Mitchell, President
Billings Federal Executive Association
Socinl Security Administration
Box 2524
Billings, Mont. 59103

Cascede County (CFC)

Col. E. J. Crahen, Chairman

Fund-Raising Program Coordinating Committee
341st Strategic Missile Wing (SAC)

Malmstrom Air Force Base, Mont, 5002

Helena (CFC)

Mr. Lee C. Mills, Chairman

Funid-Raising Program Coordinating Committee
Federal Aviation Administratlon '

P.O. Box 1167

Helena, Mont, 59601
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MonTana—Continued
Missoula
Dr. Herbert G. Stoenner, President
Federal Business Association
Rocky Mountain Iaboratory
P'ublic Health Service
Hamilton, Mont. 59840

NEBRASKA

Lincoln (CFQC)

Mr. Kenneth P, Lewis, Chatrman

Fund-Raising Program Coordinating Committee
U.8. Post Office

Lincoln, Nebr, 68500

Omaha (CFC)

Mr, John P. Munnelly, President
Federal Executive Association
Postmaster

1124 Pacifie Street

Omaha, Nebr. 68108

NEVADA

Las Vegas (CFC)

Col. Donovan L. MeCance, Chairman
Fund-Raising Program Coordinating Committee
474th Combat Support Group (TAC)
Nellis Air Force Base, Nev. 89110
Reno (CFQC)

Mr. M. E. Lewis, President

Reno Area Federal Executives Council
Postmaster

U.8. Post Office

Reno, Nev. 80502

NEw HAMPBHIRE

Portsmouth (CFC)

Mr. F. W. Perking, Chairman

Fund-Raising Program Coordinating Cominitter
Code 163

Portsmouth Naval Shipyard

Portsmouth, NH. 03804

NEw JERSEY

Atlantic City (CFC)

Col. Gilbert G. Smith, Jr.,, Chairman
Fund-Baising Program Coordinating Commiittee
438th Mititary Alrlift Wing (MAQ)

McGuire Air Foree Base, N.J, 08405

Bayomne (QFQC)

Lit. Col. James W, Lett, Chairman

Fund-Raising Program Coordinating Committee
Military Ocean Terminal

Bayonne, N.J. 07002

OCTOBER 1970

NeEW JERSEY—Continued

Belle Mead (CFC)

Mr. Walter Sona, Chairman

Fund-Raising Program Coordinating Committee
General [Services Admintstration Raritan Depot
Edison, N.J. 08817

Burlington County (CFC)

Brig. Gen. Howard H. Cooksey, Chairman
Fund-Raising Program Coordinating Committee

Headquarters, 11.8. Army Trainiug Center, Infantry

Fort THx, N.J. 08640

Camden {C¥FC)

Mr. Richard D, Payne, Chairinan

Fund-Raising Program Coordinating Committee
Main Post Office

Room 201

Camden, N.J. 08101

Dgver (CFC)

Col. William Walker, Chairman

Fund-Raising Program Coordinating Commiitea
Picatinny Arsennl

Dover, N.J. 07801

Jersey City

Mr. Louis DDiBello, Chairman

Fund-Raising Progriun Coordinating Committec
Main Post Office

Jersey City, N.J. 07303

Lakehurst (CFC)

Capt. J. 8. Roth, Chairtnan

Fund-Raising I'rogram Coordinating Commlittee
U.8. Naval Air Station

Lakehurst, N.J. 08733

Lirong (CFC)

Dr. 8. T. Ginsherg, Chaimnman

Furd-Raising Irogram Coordinating Commitice
Veterans Administration Hospital

Lyons, N.J. 07030

Monmouth County (CFC)

Maj. Gen. Walter Totz, Jr., Cliairman
Fund-Raising 'rogram Coordinating Committee
U.5. Army Elect ronics Comnud

Fort Monmouth, N.IL 07703

Newarl: (CFC)

Mr. Roland H. Nash, Jr., President

Federnl Execcutive Board of Metropolitan Nothern
New Jersey

Internal Revenng Service

970 Broad Street.

Newnrk (N1, 07102
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NEw JERsEY—Continued

Paterson

Mz. Joseph Del Guidice, Chajrman
Fund-Raising Program Coordinating Committee
U.8. Post Office

112 Wabash Avenue

Paterson, N.J. 07503

Trenton

Capt. Robert V. Hayes, Chairman

Federal Executive Association of Central and
Southern New Jersey

Naval Air Propulsion Test Center

Trenton, N.J. 08628

NEw MEex1co

Alamagorde (CFC)

Lt. Col. R. C. Calkins, Chairman

Fund-Raising Program Coordinating Committee
8680th Air Base Group (DT)

Holloman Air Force Base, N. Mex. 88330

Aibugquerque-Sante Fe (CFC)

Lt. Gen, H. C. Donnelly, Chairman
Albuguerque-Santa Fe Federal Executive Board
Atomric Energy Commission

P.O. Box 5400

Albuguergque, N. Mex. 87115

NEw YORK

Albany

Mr, Nicholas Stockman, President
Federal Executive Council

Social Becurity Administration

16 Park Street

Albany, N.Y. 12207

Batavie (CF(C)

Mr. John T. Tierney, Chairman

Fund-Raising Program Coordinating Committee

Chief, Personnel Division

Veterans Administration Hospital

Batavia, N.Y. 14020

Buffalo

Mr. Curtis R. Joiner, Chairman

Public Affairs and Community Relations Committee,
NFFEB

Food and Drug Admindstration

599 Delaware Avenue

Buffalo, N.Y. 14202

Canandaigua (CFQC)

Dr. J. 8. Weltman, Chairman

Fund-Raising Program Coordingting Committee

Veterans Administration Hospital

Camandaigua, N.Y. 14424
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New Yorxk— Continued
Nagsau-Suffolk County Area
Chairman, Fund-Raising Program Coordinating
Committiee
Commander, 52d Fighter Wing
Suffolk County Air Force Base, N.Y. 10801

New York City (CFQ)

Mr. Albert G. Seidman, Chairman
New York Federal Executive Board
Federal Trade Commissijon

26 Federal Plaza

New York, N.Y. 10007

Plattsburgh (CFC)

Ool. Charles D. Gunn, Chairman

Fund-Ralsing Program Coordinating Committee
Headquarters 380th Strategic Aerospace Wing (SAC)
Plattsburgh Air Force Base, N.Y. 12903

Rochester (CFC)

Mr. Joseph M. Hofman, President
Federal Executive Association
Internal Revenue Service

41 State Street

Rochester, N.Y. 14614

Rome (CFC)

Brig. Gem Franklin A. Nichols, Chairman

Fund-Raising Program Coordinating Committee

Headquarters, Ground Electronics Engineering
Installation Agency (AFLC)

Griffiss Air Force Base, N.Y, 13440

Romulus (CFC)

Lt. Col. William F. Spicher, Chairman
Fund-Raising Program Coordingting Committee
Seneca Army Depot

Romulus, N.Y. 14541

Syracuse

Mr. James M. Sullivan, President

Syracuse Federal Executive Association

U.8. Attorney for the Northern District of
New York

Box 1258, Federal Building

S¥yracuse, N.Y, 13201

NORTH CAROLINA

Asheville (CFQC)

Mr. A. J. Garner, 111, President
Asheville Federal Executive Association
Postmaster

Post and Otis Streets

Asheville, N.C. 28801
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NorTH CAROLINA—-Continued

Charlotte {(CFQC)

Mr. E. P. Hyman, President

Council of Federal Agencies

Internal Revenue Service

BSR Building, 316 East Morehead Street
Charlotte, N.C. 28202

Durham (CFC)

Mr. Nelson A, Jackson, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Fulton Street and Erwin Road

Durham, N.C. 27705

Goldsboro

Coramander

4th Tactical Fighter Wing {(TAC)

Seymour Johnson Air Foree Base, N.C. 27630

Attn ; Chairman, Fund-Raising Program Coordinating
Committee

Greonsbore (CFC)

Mr. John O. Taylor, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

Greensboro, N.C, 27420

Salisbury (CFC)

Dr.H. G. Hockett, Chairman

Fund-Raising Program Ceordinating Comiittee
Veterans Administration Hospital

Salisbury, N.C. 28144

Wilmington

Commander H. N. Helgesen, Chairman
Fund-Raising Program Coordinating Committee
OCMI—U.8. Coast Guard

Room 101, Federal Building

Wilmingten, N.C. 28401

NorTH DAKOTA
Fargo-Moorhead, Minn. (CFC)
Mr. Frederick G. Kniskern, President
Fargo-Moorhead Federal Executive Association
Infernal Revenue Serviiee
657 Second Avenue, North
Fargo, N. Dak. 58102
Grand Forks
Col. Kent McKusker, Chairman
Fund-Raising Prograin Coordinating Committee
Fourth Strategic Aerospace Division (BCR)
Grand Forks Air Force Base, N. Dak, 58201
Jamestown

Mr. Elliott Runquist, Chairman

Fund-Raising Program Coordinating Committee
I'ostmaster

Jamestown, N. Dak. 58401

OCYOBER 1970

NogTH Darxora—Continued
AUinot (CFC)
Col. Enoch E. Broyles, Chairman
Fund-Reaising Program Coordinating Committee
Headquarters 862 BP Combat Support Group
Minot Air Force Base, N. Dak. 58701

OHIO

Akron (CFC)

Mr. William Duke, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

Akron, Ohio 44309

Canton (CFC)

Mr. Paul J. Marks, Chairman

Fund-Raising Program Ooordinating Committee
U.8. Post Office

Canton, Ohio 44701

Chillicothe

Mr. George J. Trakas, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Chillicothe, Ohio 456601

Cincinnatt (CFC)

Mr. Charles C. Keebler, Chairman

Federal Executive Board of Greater Cincinnati
Internal Revenue Service

P.O. Box 2119

Cincinnati, Ohlo 45201

Cleveland (CFC)

Mr. F. 8. Turbett, Jr., Chairman
Fund-Raising Committee, Cleveland FEB
Internal Revenue Service

P.0. Box 5879

Cleveland, Ohio 44101

Columbus (CFC)

Rear Adm. G. C. Heffner, Chairman

Fund-Raising Program Coordinating Committee
Commander, Defense Construction Supply Center
Columbus, Ghio 43215

Dayton (CFC)

Mr. James Illencik, Chairman
Federal Executives Association
Social Security Administration
333 West First Street

Payton, Ohio 45402

Lima (CFC)

Mr. Walter E. Yazel, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

Lima, Obio 45801
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Onro—Continued

Newarf (CFC)

Mr, Edward M. LeGendre, Chatrman
Fund-Raising Program Coordinating Committee
Aerospace Guidance-Metrology Center

Newark Air Force Station

Newark, Ohio 43055

Gherlin

Mr. George H. Campbell, Chairman
Fund-Raiging Programn Coordinating Committee
Federal Aviation Administration

326 Bast Lorain Street

Oberlin, Ohio 44074

Sandusky (CFC)

Mr. Roy Conley, Chairman

Fund-Raising I'rogram Cocrdinating Committee
NABA Tewis Research Center

Ilum Brook Station

Sandusky, Ohio 44870

Toledo (CFC)

Mr, Francis B. Szollosi, Chairan
Fund-Raising Program Coordinating Commitiee
U.8. Post Office

435 South 8t. Cluir Street

Toledo, Ohio 43601

Youngstown (CFC)

Mr. Chester W, Bailey, Chairman

Fund-Raising Program Coordinating Committee
Postmaster

Youngstown, Ohio 44501

ORLATIONMA
Altus

Lt. Cal. Ross D. White, Chairman
Fund-Raising Drogram Coordinating Commitiec

Headguarters 443d Air Base Group (GHRBOCBPO-PA)

Altus Air Yorce Base, Okla, 735623

Bartlesville (CIC)

Mr. John 8. Bal), Chairman

Council of Federal Agencies

Petroleum Research Center

P.0. Box 1398

Bartlesviile, Okla. T4003

Clinton

Col. Itebert B, Calhoun, Chairman

Fund-Raising Program Coordinating Committee
Headquarters 70th Bombardment Wing (SAC)
Clinton-Sherman Air Force Dase

Barns Flat, Okla. 73634

Enid

Capt. I, L. Ashley, Chairman

Fund-Raising Program Coordinating Committee’
Headquarters 3575th Pilot Training Wing (ATC)
Yance Air Foree Base, Okla. 73701
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OxraHoMA—Continuyed

Latoton

Chairman, Fund-Raising Program Coordinating Com-

mittee
Commanding General
Army Artillery and Missile Center
Attn: AKPSIGP-PS
Fort Sill, Okla. 73503

Medlester (CFC)

Mr. James V, Carney, Chairman

Fund-Raising Program Coordinating Committee
U.8. Naval Ammunition Depot

MeAlester, Okla. 74501

Muskogee

Mr. Bob Ldaston, Chairman

Fund-Raising Program Coordinating Committee
Postmaster

Muskogee, Okla. 74401

Oktakoma City (CFC)

Brig. Gen, Charles C, Pattillo, Chairman
Fand-Raising Program Coordinating Committee
Oklahoma City Air Materiel Area

Tinker Air Force Base

Oklahoma Oity, Okla. 73145

Tulse

Mr. John W. Henderson, Chairman
Fund-Raising Program Coordinating Committee
Postmaster

Tulsa, Okla. 74101

OREGON
Alvany (CFC)

Alr, Joseph M. Thom, Chairman

Fund-Raising Program Coordinating Committee
Burcau of Mines

P.0. Box 70

Albany, Oreg. 97321

Bugene (CFQ)

Mz, Joe Dose, President
Federal Business Asscciation
Bureau of Land Management
P.0O. Box 392

Bugene, Oreg. 97401

Klamath Falls

Mr. Wilbur Womer, I'resident

Federal Executive Council of Klnnath Falls
Social Security Administration

1020 Pine Street

Klamath Falls, Oreg. 97601
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OrecoN—Continued

Medford

Mr. R. W, Roseborough, President

Southern Oregon Federal Business Assoclation
Federal Aviation Administration

ATES 38622

Medford-Jackson County Airport

Medford, Oreg. 97501

North Bend (CFC)

Mr. Harry Reynolds, President

Federal Executive Assoclation of Coos County
Social Security Administration

P.O, Box 270

Coos Bay, Oreg. 97420

Portland (CFC)

Mr. John D. Findlay, Chairman

Portland Federal Executive Board

Department of the Interior

“730 NE. Pacific Street

Portland, Oreg. 97208

Roseburg (CFC)

Dr. J. A. Doering, Chairman

Fund-Raising Program Coordinating Commlttee
Veternns Administration Hospital

Roseburg, Oreg. 97470

Salem (CFC)

Mr. E. D. Spencer, Chairman

Fand-Raising Program Coordinating Committee
U.S. Post Office

Salem, Oreg. 97301

PENNSYLVANIA

Altoona (CFC)

Mr. Alfred Pick, President

Blair County Federal Execative Association
Treasury Department, Savings Bonds Division
1200 11th Avenue

Altoona, Pa. 16601

Bucks County {(CFQC)

Commander W, C, Moses, Chairman
Fund-Rafsing Program Coordinating Comiunittee
U.8. Naval Air Developuent Center, Johnsville
Warminster, Pa. 18974

Chambersburg (CFC)

Mr. George E. Danzberger, Chairman
Fund-Raising Program Coordinating Committee
Letterkenny Army Depot

Chambersburg, Pa. 17201

Coatesville (CFC)

Dr. Otto Schaefer, Chatrmam

Fund-Raising Pregram Coordinating Committee
Veterans Administration Hospital

Coatesville, Pa. 19320

OCTOBER 1970

Pennsyr.vania—Continued

Greater Harrishury

Rear Adm. J. A, Scott, Chairman

Fund-Raising Program Coordinating Qommittee

Navy Ships Parts Coutriol Center

Mechanicsburg, Pa. 17050

Lebanon (CFQ)

Mr. Charles I'. Eberhart, Chalrman

Fund-Raising Program Coordinating Committee

Veterans Administration Hospital

Lebanon, Pa. 17042

Lewishurg (CFC)

Mr. J. J. Parker, Chairnan

Fuond-Raising Program Coordinating Committee

U.S. Penitentinry

Lewisburg, Pa. 17837

Philadelphia

Reat Adm. Kennoth L. Yeth, USN

Birector, Fund-Raising Committee

Philadelphia Federal Executive Board

U.8. Naval Base

Philadelphia, 1", 10112

Phocnizville (CIC)

Chairman, IFund-Raising I’rogram Coordinating
Committee

Valley Forge General Hospital

Phoenixville, I’a, 19400

Pittsburgh

Mr. H. Alan Long, I'residont

Pittsbirgh Federnal Executive Board

Internal Revenue Sorvice

7,0. Box 1837

FPittsburgh, Pa. 15230

Tobyhanna {(CKFC)

M. John T. Orrson, Chatrman

Fund-Raising Programn Coordinating Committee
Headgquarters, ‘Pobyhanna Army Depot
Tobyhanna, Pa. 18466

Wilkes-Barre (CIC)

Dr. Teon Ross, Chivdrman

Fund-Raising Program Coordinating Connmnittec
Veterans Administration Hospital

1111 East End Boulevard

Wilkes-Barre, ’a, 18703

Rnony IsnaND
Providence (CIC)
Mr. Charles J. Fogarty, Chairman
Federal Executive Coundil
Small Business Administration
57 ddy Strect
Providence, R.1. 02803
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Beaufort County (CFC)

Col. C. A. James, Jr., Chairman

Fund-Raising Program Coordinating Committee
Assistant Chief of Staff, G-1

Headquarters Marine Corps Reeruit Depot
Parris Island, 8.C. 20905

Charleston (CFQ)

Chairman, Fund-Raising Program Coordinating
Committee

Commandant, 6th Naval District

Attn : Deputy Chief of Staff for Naval Base

U.S. Naval Base

Charleston, 8.C. 29408

Columbia {CFC)

Mr. J. William Douglas, President

Greater Columbia Federal Executive Council
Postimaster

1601 Assembly Street

Columbia, 8.C. 29201

Areenville

Mr. R. A. Jolley, Yice President
Greenville Federal Executive Assoclation
Postmaster

Greenville, 8.C. 20601

S0uTH DAKOTA

Aberdccn

Mr. Robert Davies, I'resident
Aberdeen Federal Executive Association
Internal Revenue Service

BRox 370

Aberdeen, S. Dak, 57401

Hot Springs-Rapid City (CFC)
Mr. James R. Huldahl, President
Federal Business Association
Social Security Administration
916 Mauin Street

Rapid City, 8. Dak. 57701

Sioux Falls (CFC)

Mr. Kenneth Clark, President
Federal Executive Association
ESSA—Weather Burean

Joe Foss Field

Sioux Falls, 8. Dak. 57104

TENNESSER

Chattanooga

Mr. Charles C. Miller, Chairman

Fund-Raising Program Coordinating Committee
Tennessee Valley Authority

Chattanooga, Tenn, 37401
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TEeENNESSEE—Continued

Jackson

Mr. Lawrence Lam, Chairman

Fund-Raising Program Coordinating Commitiee
Tennessee Valley Authority

Jackson, Tenn, 38301

Johnson City (CFC)

Mr. G. R, Hiskey, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Center, Mountain Home
Johnson City, Tenn, 37902

Memphis (CFC)

Rear Adm. V. G. Lambert, Chairman
Fund-Raising Program Coordinating Committee
Chief of Naval Air Technical Training

1J. 8. Naval Air Station (75)

Memphis, Tenn. 37115

Nasheile (CFQC)

Mr. Joseph P. Walsh, President

Middle Tennessee Federal Executive Association
Social Security Admirndstration

1600 Hays Street

Nashrille, Tenn. 37202

Ouak: Ridge (CFC)

Mr. 8. R. Sapirie, Chairman

Fund-Raising Program Coordinating Committee
1.8, Atomic Energy Cominigsion

Oak Ridge, Tenn. 37830

TEXAS

Abilenc (CFQC)

Mr. Clyde E. Grant, Chairman

Fund-Raising Program Coordinating Committee
Postmaster

Abilene, Tex. TO604

Austin

Mr. Ervin B. Osborn, President
Austin Federal Executive Association
Internal Revenue Service

3651 South Interregional Highway
Augtin, Tex. 78741

Reeville {CFC)

Capt. H. B. Stewart, Chairman

Fund-Raising Program Coordinating Committee

U.S. Naval Air Station

Chase Field

Beeville, Tex. T8102

Rig Spring

Chairman, Fund-Raiging Program Coordinating Com-
mittee

Headquarters 3560th Pilot Training Wing (ATC)

Webb Air Force Base, Tex. 79720
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Texas—Continued TExas—Continued
Brownsgville Lubbock
Dr. Hareld A. Wood, President Chairman, Fund-Raising Program Coordinating Com-
Lower Rio Grande Valler Federal Executive Associa- mittee
tion 3500th Pilot Training Wing

U.8. Public Health Service Reese Air Force Base, Tex. 79401

P.O. Box 992

Brownsville, Tex. 78520 Paris

Corpua Christi (CFC) Mr. Mark L. Hodges
Capt. Robert F, Regan, Chairman Postmaster
Fund-Raising Program Coordinating Committee Parig, Tex. 75460

1.8, Naval Air Station
Corpus Christi, Tex. 78419

Dallas-Forth Worth

Mr. Henry L. Newman, Chairman
Dalias-Forth Worth Federal Executive Board
Federal Aviation Administration

P.0. Box 1689 Texarkana (CFC)
Fort Worth, Tex. 76101

San Antonio (CFQC)

Major General John 8. Samuel, Chairman
Fund-Raising Program Coordinating Committee
Lackland Military Training Center

Lackland Air Force Bage, Tex. 78236

Mr. Bobby J. Brewer, Chairman

Del Rio (CFO) Fund-Raising Program Coordinating Committee
Maji. R. R. Evans, Chairman Red River Army Depot
Val Verde County Fund-Raising Program Coordinating Texarkana, Tex. 75502
Committee
9046 McConnell Temple (CFC)
Laughlin Air Force Base, Tex, 78840 Dr. Charles 8. Livingston, Chairman
El Paso (QFC) Fund-Raising Program Coordinating Committee

Mr. Herman Moore, President Director, Veterans Administration Center

El Paso Federal Business Association Temple, Tex. 76501
Immigration and Naturalization Service
8901 Montana

El Paso, Tex. 79925

Galveston
Mr. N, A, Nilson, Chairman

Fund-Raising Program Coordinating Committee
Galveston District Corps of Engineers

Waco

Dr. W. B. Hawkins, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Memorial Drive

Waco, Tex. 76703

P.0. Box 1229 Wichita Falls

Galveston, Tex. 77550 Cel. Harold F. Layhee, Chairman

Houston Fund-Raising Program Coordinating Committee
Mr. Percy J. Mims, President Sheppard Technical Training Center

Houston Federal Business Association Sheppard Air Force Base, Tex. 76311

Veterans Administration Regional Office

515 Rusk Street UTAH

Houston, Tex. 77081 Ogden (CFC)

Herrvilie (CFC) Mr. Floyd Iverson. Chairman

Mr. W. R. Byrd, Chairman Fund-Raising Program Coordinating Committee
Fund-Raising Program Coordinating Committee 17.8. Forest Service

Veterans Administration Hospital 294 95th Street

Kerrville, Tex. T8028
Lareda (CFC)

Ogden, Utah 84401

Mr. Kenneth W. Martin, President Provo (CFC)

Laredo Federal Executive Association Mr. Robert Q. Strong, Chairman

Social Security Administration Fund-Raising Program Coordinating Committee
Laredo National Bank Postmaster

Laredo, Tex. 78040 Provo, Utah 84601

OCTOBER 1970 FEDERAL FUND-RAISING MANUAL


SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


40

APPENDIX B

Urag—Continued

Salt Lake City (CFC)
Mr, Paul A, Simons, President
Federal Executives Association for Utah

¢/o0 Logistics Research and Systems Div. (O0VR)

Hill Air Force Base, Utah 84401

VERMONT

Burlington (CFC)

Mr. Fulten D. Fields, Chairman
1971 Combined Federal Campaign
Internal Revenue Service
Federal Bullding

Burlington, Vt, 05401

VIRGINIA
Datlgren (CFC)
Mr. R. V. Lowery, Chalrman
Combined Federal Campaign
U.S. Naval Weapons Laboratory
Employee Relations Division, Code CRP
Dahlgreen, Vo, 22448

Netwoport News-Hampton (CFC)

Mr. James J, Butt, Chairman

Fund-Raising Program Cocrdinating Committee
Naval Weapons Station

Yorktown, Va, 23941

Norfolk (CFC)

Rear Adm. W. N. Leonard, Chairman
Fund-Raising Program Coordinating Committee
Commandant, 5th Naval District

Norfolk, Va. 23511

Richimond (CFC)

Mr. R. E. Schoenenberger, President
Federal Executive Association

P.0. Box 10127

Richmond, Va, 23240

Roanoke {CFQC)

Mr. David E. Pickard, President
Federal Executives Association
Department of Labor

609 Peoples Federal Building
Roanoke, Va. 24011

WASHINGTON
Bremcrton {CFC)

Mr. Robert H. Britten, Chairman

Fund-Raising Program Coordinating Committee
Puget Sound Naval Shipyard

Bremerton, Wash, 08314
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WasHINGTON—Continued

Richland

Mr. Bob Richardson, Chairman

Fund-Raising Program Coordinating Committee
Atomic Energy Commission ’

P.O. Box 530

Riechland, Wash. 99352

Seattle (CFQ)

Mr. Robert O. Blanchard, Chairman
Seattle Federal Executive Board
Federal Aviation Administration
Boeing Field

Seattle, Wash. 98108

Spokanc (CFC)

Mr. Clyde Brookman, President
Spokane Federnl Executives Association
Federal Avintion Administration

Room 202, Terminal Building

Spokane International Airport

Spokane, Wash, 99219

Tacoma

Col. Lester B, Johnson, President

Tacoma Federal Executive Asgociation
Director of Personnel and Community Activity
Headquarters, U.8. ATC1

Fort Lewis, Wash. 98433

Walle Walla (CFC)

Mr. Raymond C, Stickler, Chairman
Fund-Raising Program Coordinating Committee
National Park Service

Whitman Mission, Route 2

Walla Walln, Wash. 99362

Yakima

Mr. A. E. McKee, President

Federal Executive Association of Yakima County

Crocessed Products Inspection Branch, Consumer and
Marketing Service

212 Liberty Boulevard

Yakima, Wash. 938901

WEST VIRGINIA

Charleston

Mr. Kermit Kiser, Chairman
Federal Executive Association
Acting Superintendent of Mails
U.8. Post Office

Charleston, W. Va. 25301

Clarksburg (CFC)

Mr. Paul O. Battisti, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Clarksburg, W .Va. 26301
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WEST VIBGINIA—Continued

Huntington (CFC)

Mr. Merrill W. Fox, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration

502 Bighth Street

Huntington, W. Va, 25701

Martinsburg (CFC)

Mr. H. Jaffrey, Chairman

Fund-Raising Program Ooordinating Committee
Veterans Administration Center

Martinshurg, W, Va. 25401

Morgantown (CFC)

Mr. Herman V. Walker, Chairman
Fund-Reising Program Coordinating Committee
Postmaster

Morgantown, W. Va, 26505

Parkersburg (CFO)

Mr. Frank Armfield, Chairmam

Fund-Raising Program Coordinating Committee
Bureau of Public Debt

214 Seventh Street

Parkersburg, W. Va. 26101

WISCONSIN
Eau Claire
Mr. Norman Losby

Postmaster

Eau Claire, Wis. 54701

Madizon

Mr. John Whitmore, Chalrman

Fund-Raising Program Coordinating Committee
Postmaster

Madison, Wis. 53703

Milwaukec

Mr. Joseph J. Mulone, President

Federal Officials Association

Veterans Administration Regional Office
342 North Water Street

Milwaukee, Wis. 53020

Tomah

Mr. Eldon Flanagan

. Personnel Officer
Tomah Veterans Administration Hospital
Tomah, Wis. 54660

OCTOBER 1970

WYOMING
Caaper
Mr. Harold Cooper, President
Casper Federal Executive Council
Soil Conservation Service
P.0. Box 340
Casper, Wyo. 82601
Cheyenne {CFQC)
Mr. Earl F. Crittenden, President
Cheyenne Federal Executive Couneil
Social Security Administration
Room 2006, Joseph C. O’Mahoney Federal Center
2120 Capitol Avenue
Cheyenne, Wyo. 82001

COMMONWEALTH OF I'UERTO Rico

San Juan

Mr. Mack Wood, President
Federal Business Association
Federal Aviation Administration
P.0O. Box 20A, Loiza Station

San Juan, P.R. 00004

NATIONAL CAPITAL AREA

Washington, D.C. (CFQ)

Mr. Nicholas J. Oganovic, Obgvirman
Fund-Raising Program Coordinating Committee
U.8. Civil Service Commission

Washington, D.C. 20415

PANAMA

Panama Canal Zone (CFC)

Col. R. 8. Hartline, Chairmau

Fund-Raising Program Coordinating Commnittee
Canal Zone Government

Balboa Heights, C.2.

OVERSEAS AREAS

Departiment of Defense (CFC)

Mr. Charles W. Brewer, Chairman

National Policy Qoordinating Comnmittee

DoD Overseas Combined Federal Campaign

Office of the Assistant Secretary of Dedense
{ Administration)

Washington, D.C. 20301
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(Agency)

SOURCE OF FUNDS AND COSTS REPORT

{For the year ending _.________.. }

Support from the Public: A
¢

Received Directly: Amount g?o?ﬁeof

Contributions. . - ____ PR

Special Events (less related expenses of $__ ) . ___ e emeee memmwe_.

Subtotal et e e

Received Indirectly:
United Funds and/or Community Chests_ __ ___________ __________ ___.____

Federal Service Campaigns__ . ___  _________. _____._._.
Other Contributions___ L L w el

Subtotal . e i .

Total Support from the Publie. - - . _____ ________.. ________
Miscellaneous Revenue:

Government Grants (including grants-in-kind)___ .. _._____ ________.. ________
Service Fees, Literature Sales, ete. ... ____ ... ... __._____
Gain from the Sale of Produets. .o . e e e
Memberships_ et memmmemn e
Investment Income_ . - . il aeolo_a-
Other income. - o o oo oo ___ L e emmm—e e

Total Miscellaneous Revenue_ . oo _oia. cmmmnais cmccua

TOTAL SUPPORT AND REVENUE._________. memmemn mmmemmmoem

Expenditures: Percent of
Program Services: Amount expenditure
U100 o) [ UL
(CategOTY) - o ecocci e
(Category) o oo i imee i
(Category) e o oo oo ectmee e

Subtotal oo .. e o= e

Supporting Services:
Management and general | _ ____ . ______ eei_iee eeoo-_.
Fund Raising_ __ ool el el

Bubtotal e e e eemmeem eeean

TOTAL EXPENDITURES e iiman mmccaan= 100
EXCESS OF REVENUE OVER EXPENDITURES—$. .
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CAMPAIGN GUIDELINES FOR VOLUNTARY GIVING

The policies for fund-raising in the Federal service
recognize the importance of voluntary agencles in our
American way of life and the opportunity that is given
employees to know about them and to give generously
toward their support. At the same time, and as has
been get forth in Executive Order 10927, these policies
stress the importance of true voluntary giving and
establish certain individual safeguards such as the
option of disclosing one's gift or keeping it confidential
by the use of A gealed envelope and the prohibition
against assigning a special dollar goal or quota to an
individual.

Any successful fund drive requires an enthusiastic
campaign. But administrative and campaign officials,
supervisors and keymen must be familiar with all of
the provisions of the Federal program In order to
know where to draw the line between proper and
Improper methods,

It is approved practice for management officials to
call employees together, explain the need for and use
of the funds being solicited and urge employees to give
generously—es much ag they can afford. Where there
are dollar goals for the campaign, the distribution of a
“fair-share” guide based on employee pay levels ls also
appro~ed practice, and the guide generally s welecomed
by employees as an indieation of what amount might
be a fair contribution. Difflculty arises if the sug-
gested contributions outlined on fair-share guides are
confused or interpreted as ‘“quotas.” Even though
two are in the same salary bracket, it does not neces-
sarfly follow that they are either able or inclined to
make the same contributlon. Some glve conslderably
more—others less,

There iz no place in the Federal fund-raising program
for force or coercion. Campaigns should and must be
conducted through an intensive program of employee
information about the needs for and use of the funds
to be solicited and by a strong appeal for contributions
based on the contributor’s knowledge of the needs and
his ability and willingness to give voluntarily, In the
final analysis, each employee must be the sole judge of
what he can and will contribute and whether or not he
wishes to keep the amount of his contribution
confldential.

PLEASE BTUDY AND APPLY THE FOLLOWING
SUGGESTIONS:

I. Agency or Installation Heads, Campaign Vice
Chairmen, and Division Cempaign chairmen
A. Familiarize yourself personally with:
1. the fundamentals of the Federal fund-
raising program and its policies, and

UULUBER 1969
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2. the approved campaigns and the work of
the participating private agencies.

. Upon receipt of the President’s Message on

each campaign, plus that from the head of your
department or agency, see that tkey are in the
hands of every employee well in advance of
the solicitation for funds.

. Actlvate your agency's regular fund-ralsing

organization right down to the last kKeyman.
Carefully select project personnel and keymen
who are interested, able and enthusiastic.

. Arrange training sesslons for all campaign lead-

ers before the beginning of the campaign so that
they know the program needs of the agencies—
the basic philosophy behind the Federal plan—
the campalgn mechanies.

. Put out a pérsonal memorandum to all employ-

ees urging them to familarize themselves with
the private agencies and their programs and to
contribute as generously as possible.

. Make use of all public information channels and

materiale alvallable to you 80 that each individ-
ual giver will underatand the work of each
agency involved and for what purpose he is
contrlbutiné. This should include informa-
tional ‘bullefins, bulletin board posters, house
organs, showing of agency campaign films to all
employees. Use the Press Kit material before
and during drive. Work up special material
based on eye-witness accounts of work of these
agencies. Publish weekly progress reports.

. Have g kick-off rally for campaign workers at

the department, bureau or installation level at
least one week before the opening of the cam-
paign. TUse key speakers and audio-visual
materials,

. Set a schedule of employee information meet-

inga or rallies so that every employee 13
thoroughly briefed on the objectives, benefits,
and needas of the private agencies In the
campaign. Promote well-planned enthusiastic
meetings within entire office divisions and units,
using division heads, top supervisors and em-
ployee organization leaders.

. In campaigns which have dollar goals, let every-

one know what installation and division goals
have been set and furnish them a “fair share”
giver's guide for their information when appro-
priate.

. Issue fact sheets to all keymen regarding work

of the agencies participating in the particular
campaign %o that they may explain the program
and services of the benefiting agencies.
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K. Make it clear that the campalgn is important

. Btart-the campaign on time.

official government business and not an informal
duty to be shrugged off. Remember that this
is a social and civic responsibility—homan
needs are at stake and can be met only {f most

people glve generously.

. Encourage keymen to approach each employee

individually and to make follow-up contact
until the employee contributes or indleates that
he does not wish to participate.

. Discourage contacts with individual givers by

other than designated keymen. Management
offictals or supervisors should always talk to
givers in groups and never put an Individual
“on the spot”.

. Instract campaign workerg to avold coercive

pressure. If the keyman g Interested and well-
indoctrinated he c¢an transmit this interest and
enthusiasm to those he aoliclts. The same 18
true of campaign officiais who brief the keyman.
Push it to an
early conclusion. ‘This will save staff time and
lead to a better campaign.

. Ask for weekly or biweekly progress reports and
-have coordinators to assure that the campaign

remeains active throughout the full perfod, if
necessary to complete solicitation.

. Prepare a thermometer or other type chart for

public display showing the progress of the
campaign on a daily or weekly basis for each of
the major campaign units.

Report final results to employees and make sure
senlor officials write “thank-you" letters to all
those helping them in the campaign. Out-
standing performance meritg official commenda-
tion in fund raising as it would ih other official
activities,

. Survey & sampling of employees for their

evaluation of the conduct of the campaign.

FEDERAL FUND-RAISING MANUAL

As needed, act on the suggestions in planning
the next campaign. '

1. Keymen .
A. Plan solicitation carefully)) Begin it at the

C.

. Contact everyone individually.

strategle time for your unit—after an inspira-
tional meetlng—on a pay day> (Concentreting
on pay days when collecting is sound if cash
gifta are appropriate.} Allow plenty of time
for call-backs to follow up on those who are
missed on the first go-around.

Issue all ap-
propriate educational and contributors' ma-
terials. Try to avoid more than one complete
solicitation. The irritation caused by asking
the same person a second or third time for his
contribution can imply coercive pressure, can
do harm to subsequent campalgns and should
be avoided.

Stress 100 percent participation. Nobody has
to give but almost everyone will want to give.
Make the campaign a family affair with joint
responsibility extending to the smallest giver.

. Appeal to the employee’s best instincts for giv-

ing and urge a generous gift. When appro-

priate, encourage installment giving as this will

help the contributor to give as generously as he
wishes toward the needs of many agencies.

When urging & generous gift, tell each emn-

ployee: '

1. His gift will support many avenues of
voluntary agency effort io the community
and the Nation.

2. His contribution should bear direct relation-
ship to the luxury items he is 80 fortunate to
bave.

3. Only one appeal will he made for these
agencies this year.

4. His gift counts.
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% 1971-1972 FUND-RAISING BULLETIN

To the Heads of Ewxecutive Departments and Agencies

The voluntary agencies recognized by the Chairman
of the Civil Service Commission, in accordance with
Executive Order 10927, for on-the-job solicitation privi-
leges in the Federal service during fiscal year 1972 are
listed in this bulletin, Their worthwhile efforts on
behalf of all Americans merit a generous voluntary
coniribution from Federal personnel. The Eligibility
Committee has determined that each one meets estab-
lished requirements as to program objective, adminis-
trative integrity, and financial responsibility.

The assigned periods for the 1971-72 campaigns and
the locations and conditions under which solicitation
privileges may be exercised are as specified in sec-
tion 3.5 of the Federal Fund-Raising Manual, except as
modified by the instructions in Chapter 4, THE COM-
BINED FEDERAL CAMPAIGN, and Chapter 7, NON-
DISCRIMINATION REQUIREMENTS.

RECOGNIZED CAMPAIGNS AND AGENCIES

1. Loca. ComMMUNITY CHESTS, UNITER FUNDS, AND
OTHER FEDERATED GROUPS RECOGNIZED BY THE
UnN1TED WAY OF AMERICA, INC.

2. THE AMERICAN NATIONAL RED CROSS

{Domestic and overseas areas)

3. FEDERAL SERVICE CAMPAIGN FOR THE NATIONAL

HEALTH AGENCIES
(Domestic and overseas areas)

May 1971

American Cancer Society, Inc.
American Heart Association, Inc.
Arthritis Foundation
Muscular Dystrophy Associations of America, Inc,
National Association for Mental Health, Inc.
National Association for Retarded Children, Ine.
National Cystic Fibrosis Research Foundation
National Easter Seal Society for Crippled Children
and Adulis, Inc.
National Foundation-March of Dimes
National Kidney Foundation
National Multiple Sclerosis Society
National Society for the Prevention of Blindness
United Cerebral Palsy Associations, Inec.
4, INTERNATIONAL SERVICE AGENCIES
(Domestic and overseas areas)
Ameriean-Korean Foundation, Inc.
CARE, Inc.
Planned Parenthood-World Population
Project HOPE (People-to-People Health Founda-
tion, Inec.)
5. INTERNATIONAL SERVICE AGENCIES
(Overseas area only)
American Social Health Association
International Rescue Committee, Ine.
International Social Service, Inc.
National Recreation and Park Association
United Seamen’s Service, Inc.
United Service Organizations, Ine. (USQ)
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PLAN FOR DOD OVERSEAS COMBINED
FEDERAL CAMPAIGN

Approved by the Cha.ifma.n,
United States Civil Service Commission
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PLAN FOR DOD OVERSEAS COMBINED FEDERAL CAMPAIGN
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PLAN FOR DOD OVERSEAS COMBINED FEDERAL CAMPAIGN

I. PurBose

A This Plan for a Combined Federal Campaign by voluntary
health and welfare agencies in Department of Defense activities over-
seas has been developed in order to:

l. Meet employee wishes for a single campaign,

2. Reduce costs to the Government, and

3. Increase contributions to voluntary health and welfare
activities.

It has been approved by the Chairman of the Civil Service Commission

under the authority of Executive Order 10927, dated March 18, 1961,
which governs fund-raising within the Federal Service.

II. Background

A. Federal employees and members of the Armed Forces overseas
contribute over one and a half million dollars a year for health and wel-
fare purposes in response to fund-raising appeals on the job. Their
contributions go to three broad categories of voluntary agencies:

l. The American National Red Cross

2. The National Health Agencies which currently include the
American Cancer Society,” American Heart Association, Arthritis
Foundation, Muscular Dystrophy Associations of America, National
Association for Mental Health, National Association for Retarded
Children, National Cystic Fibrosis Research Foundation, National
Foundation - March of Dimes, National Kidney Foundation, National
Multiple Sclerosis Society, National Society for Crippled Children and
Adults, National Society for Prevention of Blindness, and United Cere-
bral Palsy Associations, Inc.

3. The International Service Agencies which currently include
CARE, Inc., as well as Project HOPE, the American-Korean Founda-
tion, American Scocial Health Association, International Social Service,
Inc., National Park & Recreation Association, United Seamen's Service,
Inc., the United Service Organizations, Inc. (USO), Planned Parenthood
- World Population, and the International Rescue Committee, Inc.
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The arrangements for these groups have involved three separate
drives on the job each year since 1956; i.e., the International
Service Agencies in the fall, the National Health Agencies in the
winter, and the American National Red Cross in March. A detailed
statement of the eligibility standards, program arrangements and
campaign practices are contained in the Federal Fund-Raising
Manual.

B. In recent years many federal managers and employees have
suggested that the separate drive be consolidated into a single annual
solicitation to save time and expense on this work. At the same time,
voluntary agency representatives urged that payroll deductions be
authorized for the payment of federal employee contributions, since
this facility tends to increase the level of giving and to reduce the
cost of collecting pledges. After extensive consultations with the
Fund-Raising Advisory Council, it was agreed to try out a combined
campaign with payroll deductions in the fall of 1964 at a few repre-
sentative locations within the United States in order to test the arrange-
ments and to determine whether the expected benefits could in fact be
realized.

C. The overall results of the experiments were highly successful.
The combined carnpaigns were well received by management and
employees. Solicitation was generally easier and quicker than in
previous multiple campaigns, and the potential for reduced costs to
the Government and the voluntary agencies was apparent. Employees'
contributions increased substantially. Accordingly, the CFC was
approved for use widely in the Federal Service, with implementation
phased over a two-year period.

III. DoD Overseas CFC Organization

A, Federal Coordinating Committees

1. A National Policy Coordinating Committee will be established
in Washington to make final decisions on all matters of policy and
planning for both the Government and the national headquarters of the
voluntary campaign organizations. This Committee will provide uni-
formity and relieve the overseas commanders by working out basic
plans and operating arrangements such as setting ratios for division
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of undesignated money, drafting campaign and publicity material,
etc. The Committee will be organized and consist of the member-
ship indicated in Attachment 1.

2. If in the course of CFC planning there are matters on which
the voluntary campaign organizations do not reach mutual agreement
after a reasonable period of negotiation, final decision will be made
by the National Policy Coordinating Committee., In exercising this
authority, the Committee will give consideration to the equities in-
volved and the recommendations of each voluntary campaign organi-
zation on the matters at issue and render decisions which will pro-
mote the purposes of the DoD Overseas Combined Federal Campaign.

3. The campaign areas and organization for the DoD Overseas
Combined Federal Campaign will be as follows:

a. Unified Commands - there will be four principal
campaign areas; namely, Europe, Pacific, Southern and Atlantic.
The Atlantic area will include those outposts in the North Atlantic
which are not now included in its state-side campaign such as Thule
AFB, Greenland. A Command CFC Coordinating Committee will be
established by the Unified Commander-in-Chief for each of the above
unified command areas. Each Command CFC Coordinating Committee
will organize a Combined Federal Campaign in the overseas area for
which it has responsibility, Each Unified Commander-in-Chief will
request subordinate commanders and other local officials in his
command to cooperate fully with the decisions of the Command CFC
Coordinating Committee on all aspects of the CFC arrangements, in
the interest of achieving a single, combined campaign.

b. Specified Commands and other elements of world-wide
scope which are not directly under a Unified Command, such as units
of the Strategic Air Command, Military Air Transport Service, Air
Defense Command, etc., - the Overseas Combined Federal Campaign
will be conducted at overseas activities of these organizations in
accordance with campaign instructions and materials received through
normal command channels from their headquarters activity in the
United States as has been the practice in past campaigns. Each
Specified Command or other world-wide element will designate a
project officer to coordinate the campaign within his command or
element and work with the voluntary campaign organization’s repre-
sentative.
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¢. All members of the Armed Forces and civilian
employees assigned to organizations and units of the above DoD
commands and activities which are located overseas (excluding
Panama, Hawaii, Alaska, and Puerto Rico) will be included in the
DoD OverSeas Combined Federal Campaign. Personnel in Panama,
Hawaii, Alaska and Puerto Rico are included in the domestic campaign.

4. The basic ground rule for the Combined Campaign set forth
in Parts V and VI of this plan may not be changed or modified by local

decision.

B. Participating Voluntary Agencies

1. The national representatives of the American National Red
Cross, the recognized National Health Agencies and the International
Service Agencies have participated fully in the development of the
Overseas Combined Federal Campaign. They have agreed to partici-
pate in the DoD Overseas Combined Federal Campaign under the basic
rules prescribed herein beginning in FY 1967. Their overseas repre-
sentatives will participate as full partners in the formulation of detailed
campaign arrangements in each Unified Command area. If there is
disagreement on details which are not spelled out in this plan or sub-
sequently issued operating procedures and instructions, such matters
will be decided by the Command CFC Committee. Any information or
advice needed on such matters may be obtained from the DoD Fund
Raising Coordinator, Room 1Al27, The Pentagon, Washington, D.C.
20301.

2. In the event that any individual agency or group of recognized
national voluntary agencies should choose not to participate in the CFC
under the final arrangements decided upon, it may withdraw from the
campaign, but it will not have fund-raising privileges at places of em-
ployment or duty in DoD installations or activities in the overseas areas.
This policy is in keeping with the agencies' agreement nationally to
participate in the CFC under the basic ground rules prescribed in this
plan.

IV. Organizing the Overseas Area Campaign

A, Upon receipt of this plan, the ocverseas commanders will estab-
lish a Command CFC Coordinating Committee to give leadership and
direction to the planning and conduct of the combined campaign. The
Committee will be organized and have membership as indicated in
Attachment 1. In addition, employee representatives should be
appointed to the Command Committee, including any recognized
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employee organizations wherever practicable, so as to insure
employee participation in the planning and conduct of the campaign.
The Unified Commander will designate a representative to serve as
the chairman of the Command Committee who in turn will initiate
action promptly to organize and plan for the overseas combined
"campaign. The Command Committee will assemible necessary in-
formation and data, plan the detailed arrangements, and identify
and attempt to resolve any policy issues,

B. The Unified Commander will insure that the campaign is
properly planned, scheduled and implemented each year on a timely
basis by the Command CFC Committee.

V. Establishing DoD Overseas Combined Federal Campaign
Arrangements

A. Campaign Name

The name will be the DoD Overseas Combined Federal Cam-
paign. The title will include the fiscal year during which the contribu-
tions are solicited and the identification of the locality, such as: 1967
DoD Overseas Combined Federal Campaign - European Area. (For
Specified Commands and other world-wide elements, area designa-
tion may be omitted.) '

B. Campaign Period

The Overseas Combined Federal Campaign will be conducted
during the six-week period between February 15 and March 3l of each
fiscal year,

C. Campaign Area

As indicated in III. A. 3. above.

D, Annual Campaign Announcement

Each year, well ahead of the campaign period, the Secretary of
Defense will announce the forthcoming campaign by memorandum
addressed to all major components of the Department of Defense
which have overseas activities.,
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E. Contributor Designa.tions

1. The contributor's information leaflet will identify the
participating voluntary campaign organizations and list their member
agencies with a brief statement describing each agency's program,

The leaflet will tell the contributor the method by which undesignated
funds will be divided among the voluntary campaign organizations and
of his right to designate gifts to individual voluntary agencies. Several
lines will be provided on the pledge form where he may write in such
designated gifts. '

2. The right to designate will be plainly stated in the contribu-
tor's leaflet, but designations will be neither encouraged nor dis-
couraged by keymen solicitors or in campaign publicity materials
and speeches.

3. The CFC accounting point established by the participating
voluntary campaign organizations will tabulate all contributor designa-
tions and allocate them to the appropriate voluntary campaign organi-
zations for the specific voluntary agencies designated. These amounts
will be separate from each voluntary organization's share of undesig-
nated funds allocated on the basis of distribution methods determined
for those funds.

F. Distribution of Undesi_gnated Funds

l. Undesignated funds include contributions in cash and pledges
by payroll allotment in the combined campaign that are not designated
for a specific voluntary agency. The method of distributing undesig-
nated funds among the authorized voluntary campaign organizations
will be determined by representatives of the voluntary campaign
organizations on a mutually acceptable basis.

2. If the voluntary campaign organizations cannot agree on the
method of distribution after a reasonable time for negotiations, the
unresolved issue will be referred together with the recommendations
of each voluntary campaign organization to the National Policy Coor-
di nating Committee in Washington for final decision by the Government
representatives.,

G. Dollar Goals

1. Dollar goals will not be established for command and activi-
ties in the DoD Overseas Combined Federal Campaign which conforms
with the practice now in effect for the present three campaigns, ISA,
NHA and ARC. The goal will be 100% voluntary participation.
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2, Fair Share Giving Guides will be constructed on an equitable
basis that will give consideration to the salaries involved, cost of living
factors, and the average amount per contributor during the past year's
campaigns, plus, when appropriate, a reasonable percentage increase.

3. In determining the percentage increase consideration will
be given to contribution experience of the previous year's overseas
campaigns, the need and expectations of the voluntary agencies in the
current campaign situation and the probability of an increase in the
level of giving due to a single campaign, Fair Share Giving Guides
and the payroll deduction plan.

H. Fair Share Guides and Voluntary Giving

1. Suggested fair share giving guides for the individual con-
tributor will be constructed in an effort to accomplish an enthusiastic
and purposeful campaign. The guide will be shown in the contributor's
leaflet or on the pledge form, It will be accompanied by a statement
that the guide is provided because contributors often ask "what they
should give", but the decision to give and the amount to give will re-
main solely the determination of each contributor. The guide will not
be interpreted as an individual quota or assessment which is pro-
hibited by Section 5.5 of the Federal Fund Raising Manual.

2. The contributor's leaflet will include the express statement
that the employee has the privilege of making his gift confidentially
through the use of a sealed envelope provided by him (the contributor)
which will be delivered without opening to the voluntary campaign
organization accounting agent in accordance with Section 5. 6 of the
Manual.

3. The contributor’s leaflet.and other campaign publicity will
emphasize the concept of the single combined annual campaign, referring
to the fact that the contributor's pledge covers what he would have given
in the three separate campaigns previously held and to point out that the
privilege of extended payment through payroll withholding makes it
possible for him to cover a full year's commitments at one time.

4. The suggested amounts of fair share gifts will be structured
in relation to the needs of the voluntary agencies and the contributor's
ability to give. Careful consideration will be given to overseas salaries
and cost of living levels which will be reflected in the Fair Share Guides.
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5. Since payroll withholding is new, the guide will show the
amount of periodic payroll deduction suggested for various pay
levels. This will be combined with guides for cash giving. The
guide will also show suggested size of gift in relation to various
income levels.

L. Receipt and Accounting for Contributions

l. The authorized participating voluntary campaign organiza-
tions have arranged by mutual agreement for the receipt and account-
ing of overseas CFC contributions, They have agreed on local
accounting agents in overseas locations and on a central point to
which the local agents will transmit contributions and reports.

2. Periodic payroll withholding remittances from DoD payroll
offices following each year's combined campaign will be transmitted
to the central point which.is the DoD (year) Overseas Combined Fed-
eral Campaign, c¢/o Cashier, American Express Company, Inc.,

65 Broadway, New York, N.Y. 10006,

3. DoD overseas installations and activities will transmit CFC
cash contributions, pledge forms and reports to the nearest local
accounting agent. These local agents will be listed in the area's
CFC campaign guide. Generally, they will be the same agents that
have represented the International Service Agencies and
National Health Agencies in their separate campaigns of recent years.

4, In the absence of a nearby local accounting agent, a DoD
unit will transmit its CF'C cash contributions, pledge forms and re-
ports directly to the central accounting point in New York,

5. The central accounting point will tabulate contributions
according to designations on the pledge forms and the method of dis-
tribution for division of undesignated funds, furnishing each voluntary
campaign organization with appropriate detail regarding design ations
to member agencies. The final audited totals of designated and un-
designated contributions to each voluntary campaign organization
will constitute the ratio for distribution of receipts by the central
accounting point. The voluttary campaign organizations will be
responsible for distribution internally to member agencies in accord-
ance with their organization agreements,
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6. The cost of receipt and accounting (and other identifiable
expenses such as for the printing of campaign and publicity materials)
will be shared by the voluntary campaign organizations under arrange-
ments that are mutually acceptable to them. To avoid subsequent mis~
understandings, they should reach a firm agreement in advance of the
campaign specifying the nature of the expenses to be shared, the
method of distribution and the time of billing. These may be shared
in the same ratio as their total receipts.

- 7. Accounting and expense-sharing agreements are the respon-
sibility of the campaign organizations, and the Government will not
enter into their administration unless agreement cannot be reached
among the participating voluntary campaign organizations.

J. Payroll Withholding

The use of payroll withholding is authorized for military and
civilian personnel at overseas locations in addition to the usual method
of cash contribution.

K. Campaign and Publicity Materials

1. Campaign and publicity materials will be printed and paid
for by the participating voluntary campaign organizations. Since the
type of materials is generally standard in fund-raising campaigns,
and since the composition of the campaign organizations will be the
same in all oversea.'s areas, it will be feasible to pr,oducé materials
at centralized points inthe United States or overseas.

2. A single contributor's léaflet, a pledge form, and a payroll
withholding authorization are to be distributed by keymen to each
potential contributor. This material will provide a simple and
attractive package which has fund-raising appeal and essential work-
ing information. Treatment will focus on the combined campaign
without undue use of organization symbols or other distractions that
compete for the contributor's attention. Extraneous instructions
regarding the routing of forms, tallying contributions, etc., which
are primarily for keymen will be avoided.

3. The layout and text of campaign and publicity materials will
be as follows: '

a.. Contributor's Leaflet, This will be the only informa-
tional hand-out to individual contributors. It will describe the DoD
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overseas CFC.arrangement.and payroil deduction privilege, the
participating campaign crganizations, ‘the provision for designations
and the method of dividing undesignated funds; etc. It will list each
member agency of the voluntary campaign organizations with a brief
statement of factual information of its program.

-b, Pledge Form, This form will be forwarded when com-
pleted,  to the local or nearest receipt and. ‘accounting point for the
campaxgn. Its.format will include a few blank lines for write- ~-in
designations.

c.. Pdyroll Withholding Authorization.

(1} This working form will be forwarded, when com-~
pleted, to thé contributor's payroll office. There are many separate
payroll offices serving military and civilian personnel within. the
Department of Defense, Accordingly, the authorizatmn miist be in

" gtandard format and bear adequate identification .of the campaign,

The name to be prmted in the right hand.corner of the: form- should
be the same as that for the campa1gn, mcludmg the fiscal year, a8
for example, 1967 DoD Overseas Combined Federal Campaign. The
box headed  Idéntification INo.,' will include the payroll identification
numbering system used.in the military service.

{(2) The standard format and text ‘for.payroll withholding
authorizations is shown in Attachment 2;

4. Other campaign materials will include the following:

a. Project Officer's or Chairman's Guide. For use of
campaign chairmen in individual installations or units,

b. Keyman's Material

(1) Fact Sheet - providing'any additional' information
concerning the participating agencies.

(2) Report Envclope - prow.dmg inatructions for key-
man.about ca.mpazgn arrangements, Bolicitation” methods and forward-
ing procedures

(3) 'I'ally Sheet - for 11Btmg names of contributors,
amounts contributed and the num'ber of confidential envelopes enclosed,

- .¢. Miscellaneous Camga_ign'f[téms - Contributor's. receipts,
posters, progress charts, awards, membership cards, etc.
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d. Publicity Items - News stories and fillers for the local
prese and house organs, all-employes letters, speeches for campaign
leaders, division chairmen, etc,

VI. _Payroll Withholding

The policies and procedures for payroll withholding operations
have been approved in the Department of Defense and instructions to
be followed are outlined in a memorandum from the Deputy Secretary
of Defense, dated July 30, 1965, and service and agency regulations
which imnplement DoD Directive 7330,1, "Voluntary Military Pay
Allotments, ' dated July 28, 1967, and DoD Directive 1418, 4,
* "Civilian Pay Allotments," dated January 20, 1968, 1/ *

A.  Applicability. Voluntary payroll allotments will be authorized
for payment of charitable contributions to participating voluntary cam-
paign org_anizationa.

B. Ailottara. The allotment privilege will be made available to
DoD peruonngl {except non-DoD nationals) as fcllows:

1. Civilian employees 'whose net pay regularly is suffi cient to
cover the allotment, excluding those serving under appointments
limited to six montha or less, (Includes part-time and substitute
employees who are regularly émployed. Bhort term/temporaries
-are excluded because the extended payment plan of payroll withhold-
ing is appropriate only for contributors who are expected to continuo
in.employment through the six-months period for which contributions
are pledged.)

2. Members of the Armed Forces, excluding'those on only a
short-term aseignment in the area.

C. Authorization

1. Allotments will be wholly voluntary and will be based upon
contributors' individual written authorizations on the form rhown as
Attachment 2,

2. Authorization forms in standard format (Attachment 2} will
be printed by the participating voluntary campaign organizations and
will be distributed to employees along with other campaign materials
at the time contributions are solicited.

_7 Amended by special agreement with the Civil Service Commission
dated May 27, 1966 to incorporate provisions required to meet special

conditions of the overseas campaign. The amended provisions are
embodied in the following paragraphs. A copy of Section 550, 302 of
the Civil Service Regulations, as amended, is attached.{Attachment 3)
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3. Compieted authorization forms will be transmitted to the .
payroll .offices as promptly as possible but not later than June 15 of
the fiscal year in which the solicitation is conducted.

D. Duration,' Authorizations will be in the form of a term allot-
ment for a six-months period -- 13, 12 or 6.pay periods depending
upon allotter's pay schedule -- starting with the first: pay period begin-
ning in July following'the solicitation and endmg with- the last pay period
which begins. in the following December. (The standardization of be-
ginning and ending dates, except for individual discontinuances, is in-
tended to s:.mpley payroll ‘operations and minimize costs.) In case of
gchool teachers or other. employees not normally employed during the
summer months, allotments may be started at the time of reemploy-
ment and continued for the period ending with the last pay penod which
begms in the following December.

E. Amount.

1. Allotters will make a single allotment of an equal amount to
be deducted each pay period during the six months' duration,

2. The niinim'\im amount will be 50 cents bi-weekly or semi-
monthly,” or $1 monthly, with no restriction nn gize of increment above
the minimum,

3. No change of amount will be authoriied during the term of an
allotn!entr

4. No deduction will be made for any period in which allotter's.
net pay after all legal and previously authorized deductionsd is insuffi-
c:ent to cover the.allotment; no adjustment will be made in subsequent

" periode to make up for deductions missed.

{Theses conditions are.for the purpose of simplicity and economy in pay-
roll oparationa, The 50¢ minimum is eesential in order to keep admin-
istrative expense in reasonable relation to the amount of contributions.)

*  Fy---Feor--A-uniform- fee-of 2- eents -per-deduetionm will-be -c-lmged-by- *
% the Government {ev-the payrol- allotmem-&erweer -——- o

G. Remittance,
1. Oane check will be sent by the payroll office each pay period, in
the gross amount of deductions made on the basis of current authorizations _
*  Jossfees-withheld, to the campaigns' Central Accounting Point, addressed *

to DoD (year) Overseas Combined Federal Campaign, c/o Cashier,
Amencan Express Co,, Inc,, 65 Broadway. New York, N. Y. 10006,
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* deductions each pay period and.reconciliation of employee ‘actounts.
* will be in accordance with agency and General Accounting Office
* regulations,

2. The check will be accompanied by a statement of thé number
of employee deductions included, and-the-tetai-ameunt-ef-the-serviea- *
eharge-waehheldv There will be no 11sting of allotters included or

%

-allotter discontinuances. (No listings of individual allotters will be

needed with remittances, Since these allotments are voluntary con-
tributions which may be discontinued at will and are not BGthérwise.
collectlble there would be no value, commensurate with the éxpense,
in maintaining individual accounts on pledges serviced by payroll
allofment. The central allottee accounting point will distribute pay-
roll remittances among the participating voluntary campaign organi-
zations. Internal distribution will be made to individirl member -
agencies by each of the voluntary campaign organizations ‘fnvoived.)

H, Discontinudnce.
1. "Allotments will be discontinued automatically.
a. On expiration of the six months' withholding period,

_ b. On death, retirement; or separation of allotter from
the Federal service.,

2. Allotter.may revoke his authorization at any.time by request
in writing to the payroll office, Discontinuance will be effective the
first pay period beginning after receipt of written revocation in the
pavroll office,

3. A discontinhed allotment will not be reinstated,

I. Transfer. When an allotter moves to an organizatlonal unit
served by a dlfferent DoD payroll office whether in the. same or a
different department or agency, his allotment authorization will be
transferred to the new payroll office, unless expressly revoked by the
individual, If there is & delay in receiving thé transferréd authoriza-
tion in the new payroll office, allotter should be permitted to complete
a néw authorizdtion for the remaindﬁr of the six-rionth withholding'
perlod whieh will be con51dered as superseding and revoking His ’
previous ‘authorization.’

J. Acéouﬁting; .Establishment of individual allotment accounts,

® % ¥
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(The simplified system provided in G, Remittance, is inter ded to
minimize paperwork and to eliminate the need for any accounting
reconciliations between payroll office and campaign organigations,
The payroll office accepts responsibility for the accuracy of re-
mittances, as supported by current allotment authorizations and
internal accounting and auditing requirements. The voluntary cam-.
paign organizations or their designated agents accept responsibility
for the accuracy of distribution of remittances among the voluntary
campaign organizati ons, based upon employee pledges and arrange-
ments for independent audit agreed upon by the participating volun-
tary campaign organizations., )

VI. Orientation, Training, and Publicity Arrangements

The DoD Overseas Combined Federal Campaign involves so
many new features that a formal plan should be developed by the
Command CFC Coordinating Committee to cover the orientation of
management and employees, training of keymen, and publicity to
employees and servicemen.

It is expected that all overseas commanders will assist cam-~
paign leaders in the conduct of an enthusiastic and purposeful solici-
tation in their installations in order to develop maximum group inter-
est and response, In orientation programs, however, care should
be taken to make clear that the Fund-Raising Manual policies and
procedures are to be maintained intact as they apply to prohibition
against individual employee quotas, assessments, or any other form
of coercive action, and to the eraployee's right of privacy as to the
amount of his gift and his privilege to contribute voluntarily either
with or without the use of a confidential sealed envelope furnished by
the contributor. Since employees and servicemen may not be aware
of the new pledge and payroll withholding arrangements, it is essen-
tial that keymen be trained effectively on the new procedures and be
equipped to answer any questions or problems the contributors may
have in this respect as well as questions of a substantive nature re-
garding the programs of the participating voluntary agencies. Em-~
ployees and servicemen should be told the background and purpose
of the combined campaign arrangements, including the use of install-
ment payment through payroll w»ithholding. Special stress should be
placed on giving enough on a once-a-year basis to provide a fair
amount of support for all authorized campaign organizations.
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VIII. Coordination and Reporting

Command Level

1. The commander of each unified and specified command is
responsible for insuring that the campaign is properly planned,
scheduled and implemented each year on a timely basis by the
Command CFC Committee. To help achieve this, subordinate
commanders should submit periodic reports to him. The first
report would be a pre-campaign report to be submitted no later

than the middle of February, just prior to the beginning of the

solicitation phase of the campaign. It would report on the status
of the plan and organization for the campaign as follows:

PR Mmoo oW

Name of project officer
Number of persons to be solicited

Have keymen been appointed and briefed?

Have materials been distributed to keymen?
Campaign kickoff meeting date

Campaign publicity plans

Campaign réporting procedure plan

Other plans and problems, as appropriate

2. An interim report should be submitted on or about March 5

as follows:

po o

Total dollars contributed and pledged to date
Number of contributors to date

Average contribution (1 divided by 2) to date
Persons contacted to date as a percent of a number
to be solicited

3. The final report should be submitted as soon as the cam-
paign is completed giving the following information:

a.

Basic Data

{1} Number solicited

(2) Number of contributors

(3) - Total receipts (both cash and payroll deduction
pledges)

(4) "Per capita gift - (3} divided by.{1)}

(5) Average gift - {3) divided by {2)
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4. Payroll deductions
a. Number authorizing
b. Total pledged
¢. Average gift - b, divided by a.

5. Designations - Total amount designated

6. Narrative summary evaluation of CFC arrangement
based upon campaign experience. Include recommen-
dations on campaign materials and the carnpaign in

general.

B. National Level

The DoD Fund Raising Coordinator in Washington is respon-
sible at the national level for the National Policy Coordinating Com-
mittee for advice to the Command CFC Coordinating Committee re-
garding CFC arrangements. Direct communication by mail and
telephone is recommended. All chairmen of the Command CFC
Coordinating Committeesare requested to furnish reports to the
DoD Fund Raising Coordinator in Washington as follows:

1. No later than July 1 following the solicitation - a report
of campaign results, as follows: '

a. Basic Data
(1) Number solicited
{(2) Number of contributions
(3) Total receipts (both cash and payroll
deduction pledges)
(4) Per capita gift - (3) divided by (1)
(5) Average gift - (3) divided by (2)

b. Payroll Deductions
(1) Number authorizing
(2) Total pledged
(3) Average gift - (2) divided by (1)
¢. Designations - Total amount designated
d. Narrative summary evaluation of CFC arrange--

ment based upon campaign experience
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(Att 1 to App B)

OVER.SEAS COMBINED FEDERAL CAMPAIGN ORGANIZATION

One Repreaentativé and Alter-
nate from each of the military
departments

National Policy Coordinating Committee (Washggton. D. C.}

Government Cliairinan - OSD Representative

One Representative and Alternate from
the following Voluntary Agencies Groups:
1. The Ameérican National Red Cross’

2. The International Serv1ce Agenc1e
Organization

3. The National Health Agencies Cam-
palgn Organiaation

l

National Operations Coordinating
Subcommittée (Washington, D.C.)
Government Chairman -
DoD Fund-Raising Coordinator

One Representative of each of the
following Voluntary Agencies Groups:
1. The American National Red Cross
2. The International Service
Agencies Qrganization

3. The National Health Agencies
Campaign Organization’

National Public Relations Coordinating
Subcommittee (Washington, D.C.}
Government Chairman - Representa-
tive of Asst SecDef (Public Affairs)

.| | One Representative of each of the
following Voluntary Agencies Groups:
1. The American National Red Cross
2. The International Service
Agencies Organization -
3. The National Health Agencies
Campaign Organization

App B

Command and Major Activity

Command CFC Coordinating Comrnittees
(One for each Overseas Unified Command)
Chairman - Unifiéed Command Representative

Representative of each subordinate

Overseas Representatives of Volun-
tary Agencies Groups

Campaign Organization in Commands
and Other Ac_ti_vities
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CONTRIBUTOR'S CARD o

~ PAYROLL WITHHOLDING AUTHORIZATION

_DoD OVERSEAS COMBINED FEDERAL CAMPAIGN

Cashier . American Express International Banking Corp,
65 Broadway, New York N.Y. 10006

LAST NAME FIRST NAME INITIAL RANK

IDENTIFICATION

ORGANIZATION AND MILITARY ADDRESS {inciuding APO/FPO)

(Social Security Number
or Service Number )

MY TOTAL CONTRIBUTION IS $___ .
WHICH . . . (CHECK ONE OF THE TWO BOXES BELOW)

3 ...will he contributed by payroll withholding Culy through Dec., ___} as authorized below.
O . . . is contributed herewith in cash or check (payable to Overseas CFC).

 PAYROLL WITHHOLDING AUTHORIZATION FOR VOLUNTARY CHARYTABLE DEDUCTIONS . - -

'fCSC FORM BO4 -DGD REVISED' 198%) L

FILL IN BLANK BOX OR CHECK BOX SHOWING THE AMOUNT OF YOUR DEDUCTION

CIVILIAN: minimum deduction 50¢ -per pay period, total minimum coniributicn $6.50.

ALLOTMENTS—MILITARY: minimum deduction $1 per month, total minimi= contribution $6.

s $4.00 $3.50 $2.50 $2.00 $1.50 $1.0¢ 75¢
{Specity)

50¢

Cecember 19__, provided that the amounts so deducted shail be ramitted to the

any time before i expifes.

(Conlrisiliﬂr's Sigrialure)

TO DoD PAYROLL OFFICES—If contributor moves to the jurisdiction of
another DoD payroll pffice before December 31, ____ | this authorization
should be forwarded.

I hereby authorize-the above-named agency or any other agency of the Department of Defense by which |
may be employed to deduct the amount shown abave from my pay (for military personnel) each manth for
the last six months of 19_ or {for civilian employees) edch pay. period during the six-month period com-
mencing with the first pay period beginning in July and ending with the fast paE period which begins in

1 ol Qverseas Combined
Federal Campaign shown above. 1 understand that this authorization may be revaked by me in writing at.

SIGN HERF TO AUTHORIZE PAYRCLL WHTAHORDING ... ..

. NOJEPUEASE RETURN THIS DOUBLE CARD
© 1B YOUR KEYMAN AS/SDON-AS BOSSIBLE

FOR
CONTRIBUTO

If designating
agency {see ¢

R USE

to an
ontrib-

uting  leaflet  for
agency numbers).

LT

]

Agency No.

Amount

I

Agency No. Amount
$
Agency Na. Amgunt
L M|
Agency No, Amount
$
. Agency No. Amount
I = O
Agency No. Amount

— —— —— —— ——— — W e e e o — . —— — o ——

RECEIPT

Overseas
Combined Federal Campaign
The American Red Cross, tha
National Health -Agencies,
and the International Service

Agencies gratefully acknowl-
edge the gift of

(Name of Contributor}

Total Contributicn

{Check one)

[} to be paid by
payrojl deduction

O paid in cash or
check -

) {Keyman Signature)

(pate)

Contributions deductibie
for Federal income Tax purposes

(g ddv 031 g 33v)
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By Order of the Secretary of the Army:

W. C. WESTMORELAND,
General, United States Army,
Official : Chief of Staff.
KENNETH G. WICKHAM,
Major General, United States Army,
The Adjutent General.

Distribution:

To be distributed in accordance with DA Form 12-21 (qgty rqr block No. 188) requirements for FSC Group
5845/96-IL.,

¥ U.S. GOVERNMENT FPRINTING OFFICE: 1960-300-803/6972A
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(Att 3.to App. B)
REVISION OF CIVIL SERVICE REGULATIONS

New Material Underscored

SUBPART C. ALLOTMENTS AND ASSIGNMENTS FROM FEDERAL
EMPLOYEES

Section 550,302 - Authority of Federal Department.

(c) Subject to the provisions of paragraphs {(a) and (b) of this
section, allotments for the payment of dues to an employee organization
as authorized by section 550. 304(a){5) and allotments for charitable
contributions to a Combined Federal Campaign as authorized by section
550.304(a){6} may be permitted only in accordance with instructions
published by the Civil Service Commission in the Federal Personnel
Manual, However, allotments for contributions to the Department of
Defense Overseas Combined Federal Campaign may be permitted in
accordance with a special agreement between the Commission and the
Department of Defense which may contain any necessary exceptions to
the provisions in this subpart.

App. B
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AR 600-29

[AGSC-R]
By Order of the Secretary of the Army:

HAROLD K. JOHNSON,
General, United States Army,
Official : ' Chief of Staf.
KENNETH G. WICKHAM,
Major General, United States Armuy,
The Adjutant General.

Distribution :
To be distributed in accordance with DA Form 12-9 requirements for Administration:
Active Army: D. NG:D. USAR:None.
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1 July 1970
eral fund-raising manual should be considered for
eliminatin. (Ref subpara T, tems F, P and Q, app
Dto app A

(4) Awerds and rewards. To preclude direct
or mdlmct codgcion, no awards or rewards initiated
within the Depyrtment of the Army shall be made
te individual sollcitors for achievements in a fund
drive. The indivi§ual achievements. of -solicitors
will not be publiciged. Awards to subordinate
units, or their.commanders, . from higher. head-
quarters for goal accomplishment. or percent of
participation achieved aye prohibited. Comments
on efficiency - reports; pligues, passes, “training
holidays,” relief from guad] duty or details, and
all other incentives or rewan]s to those who con-
tribute to fund drives are alsdprohibited. This is
not meant to preclude awards ¥nd rewards, such
as letters of commendation, for wehievements for
exceptional performance to persorg in connection
with the organization or administra{ion of a cam-
paign, as opposed to persons engag
solicitation. Nor is this prohibition intehded in any
way to preclude publicity regarding thé\fact that
a fund-raising campaign will he, 18 being, or has
been conducted in a unit or at an installatjon, or
regarding the consolidated total contributiogs of
the installation in a dollar amount. Also, it is\pot
the intent of this paragraph to preclude awardsof
any kind to persons or units by groups outside thy
Department of the Army. Higher headquarters
may indorse such awards to designated units. (Ref
subpara I, items P, Q, and R,app D of app A.)

(5) Publicity. Publicity on unit progress or
percentage of participation such as charts, bulletin

boards, special reports, daily bulletin or other.

announcements, “thermometers,” as well ag other

kinds of publicity indicating unit standings or’
comparative standings and achievements are pro-
hibited. Such publicity can lead to competition and

. . 1 .
supervisory comparison, thus creating pressures
which may result in coercion, At the installation

level, however, the use of a “thermometer” ig per- -

mitted, but its use must be limited to illustrating
only hiow the entire installation 18 progressing
toward the ingtallation goal, if one has been estab-
lished, or total installation contributions. Unit con-
tributions will not be indicated separately. (Ref
subpara I, items F and @, app D to app A.)

5. Solicitation overseas. yre. Beginning with
fiseal year 1967, a single comhined Federal cam-

TAGO 124

ed 1n actual -

lief Society may solick

C 9, AR 600-29

paign will be conducted among US Army person-
nel located in all oversea commands, installations,
and activities, except the Panama Canal Zone,
Hawaii, and the Commonwealth of Puerto Rico,
in accordance with instructions in.appendix B,
Plan for DOD Overseas - Combmcd Federal ‘
Campaign.

b, Commanders and heads of.installations and
activities overseas may modify the accounting and

. reporting for on-the-job contributions collected

during solicitations to the degree that they do not
violate the policies and principles of the manual
and are consistent with the accounting and report-

. Ing provisions of the plan contained in appendix

B,
*oc. Major oversea commanders will arrange for
the distribution of all educational material, opera-

tional forms, and envelopes for Federal campaigns

furnished by the participating voluntary agencics
to all Army :activities within the geographical
limits of their command except MAAG, missions,
and attachés,
6. Deferred payments of contributions. Com-
manders and heads of Department of the Army
installations located in the fifty United States, the
Panama Canal Zone, and the Commonwealth of
Puerto Rico may, at their discretion and in ac-
cordance with the provisions of the Federal fund-
raising manual, provide for keyman collection of
installment pledges in campaigns when the volun-
tary agencies involved provided for deferred pay-
ments of contributions. Payment through payroll
ductions is not anthorized except in a Combined
Feeral Campaign,

Dbenefit or\welfare funds for their members are
excepted frym the Federal program by section 3 of

EO 10927, dontained in appendix A. IHowever,
such solicitatiyns will be conducted in accordance
with the basic policies and procedures of the pro-
gram and at timgs which do not conflict with the
periods reserved fyr the campaigns of recognized
national voluntary dgencies.
¥a. The Army Emexgency Relief and Army Re-
among their membership
for the welfare and rdlief of their members in
accordance with AR 9304,
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C 9, AR 600-29

5. Local commanders may authorize on-post
puvate organizations to conduct fund-raising cam-
paigns for installation welfare and recreational
activities provided that—

% (1) The ultimate beneﬁcmry activities or or-
ranizations are private in nature as contemplated
in paragraph 1-2¢, AR 230-1;

(2) These activities or orga,mzatmns have as

their objectives the conduct of welfare and recre-

ational activities limited in scope to the military
commumty,

(3) These actlvltles or or gamzatlons are free
_ from the control and direction of any parent or
affiliate organization with respect to the disposi-
tion of funds and other assets; and

1 July 1970

'(4) Contributions are specifically de51gnated
and recipient beneficiary is identified.
. Internal welfare solicitations may be supple-
mented by appropriate benefits conducted at the
discretion of the installation commander. Com-
manders requested to authorize private organiza-

"tions to conduct such benefits on-post will be

guided by the provisions of paragraph 22, AR’
230-60.

*8._Commumcatmn with Headquarters, De-
partment of the Army. Communications con-
cerning the Federal I'und-Raising Program
should be addressed to The Adjutant General,

" ATTN: AGAO-R, Department of the Army,

Washington, DC 20315.

TAGO 124
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overseas CFC arrangement and payroll deduction privilege, the
participating campaign organizations, the provision for designations
and the method of dividing undesignated funds, etc. It will list each
member agency of the voluntary campaign organizations with a brief
statement of factual information of its program.

b. Pledge Form, This form will be forwarded when com-
pleted, to the local or nearest receipt and accounting point for the
campaign,” Its format will include a few blank lines for write-in
designations.

c. Payxoll Withholding Authorization.

(1) This working form will be forwarded, when com-
pleted, to the contributor's payroll office. There are many separate
payroll offices serving military and civilian personnel within the

- Department of Defense. Accordingly, the authorization must be in
standard format and bear adequate identification of the campaign.
The name to be printed in the right hand corner of the form should
be the same as that for the campaign, including the fiscal year, as
for example, 1967 DoD Overseas Combined Federal Campaign. The
box headed "ldentification No. ' will include the payroll identification
numbering system used in the military service.

(2) The standard format and text for payroll withholding
authorizations is shown in Attachment 2.

4, Other campaign materials will include the following:

a. Project Officer's or Chairman's Guide. For use of
campaign chairmen in individuzl installations or units,

b. Keyman's Material

(1) Fact Sheet - providing any -additicnal mforma.tmn
concerning the participating agencies.

(2) Report Envelope - providing instructions for key-

man about campaign arrangements, solicitation methods and forward-
ing procedures.

{3} Tally Sheet - for listing names of contributors,
amounts contributed and the number of confidential envelopes enclosed,

¢. Miscellaneous Campaign Items - Contributor’s receipts,
posters, progress charts, awards, membership cards, etc.

TAGO 6044
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C 13, AR 600-29

d. Publicity Items - News stories and fillers for the local

press and house organs, all-employee letters, speeches for campaign

leaders, division chairmen, etc.

V1. _Payroll Withholding

The policies and procedures for payroll withholding operations
have been approved in the Department of Defense and instructions to
be followed are outlined in a memorandum from the Deputy Secretary
of Defenae, dated July 30, 1965, and service and agency regulations
which implement DoD Directive 7330.1, "Voluntary Military Pay
Allotments, " dated July 28, 1967, and DoD Directive 1418, 4,
""Civilian Pay Allotments,' dated January 20, 1968, _/

A. Applicability. Voluntary payroll allotments will be authorized
for payment of charitable contributione to participating voluntary cam-
paign organizations.

B. Allotters. The allotment privilege will be made available to
DoD perscnnel {except non-DoD nationals) as fcllows:

1. Civilian employees whose net pay regularly is suffi cient to
cover the allotinent, excluding those serving under appointments
limited to six months or less., (Includes part-time and substitute
employees who are regularly éemployed. Short term/temporaries
are excluded because the extended payment plan of payroll withhold-
ing is appropriate only for contributors who are expected to continue
in.employment through the aix-monthe period for which contributions
are pledged.)

2. Members of the Armed Forces, excluding those on only a
short-term aasignment in the area..

C. Authorization

1. Allotments will be wholly voluntary and will be based upon
contributora' individual -written authorizations on the form shown asg.
Attachment 2.

2. Authorization forms in standard format {Attachment 2) will
be printed by the participating voluntary campaign organizations and
will be distributed to employees along with other campaign materials
at the time contributions are solicited.

1/ Amended by special agreement with the Civil Service Commission

dated May 27, 1966 to incorporate provisions required to meet special
conditions of the overseas campaign. The amended provisions are
embodied in the following paragraphs. A copy of Section 550, 302 of
the Civil Service Regulations, as amended, is attached.(Attachment 3)

TAGO 604A
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C 13, AR 600-29

3. Completed authorization forms will be transmitted to the
payroll offices as promptly as possible but not later than June 15 of
the fiscal year in which the solicitation is conducted.

D. Duration, Authorizations will be in the form of a term allot-
ment for a six-months period -- 13, 12 or 6 pay periods depending
upon allotter's pay schedule -- starting with the first pay period begin-
ning in July following the solicitation and ending with the last pay period
which beging in the following December. (The standardization of be-
ginning and ending dates, except for individual discontinuances, is in-
tended to simplify payroll operations and minimize costs.) In case of
school teachers or other employees not normally employed during the
summer months, allotments may be started at the time of reemploy-
ment and continued for the period ending with the last pay period which
heginsg in the following December.

E. Amount.

1. Allotters will make a single allotment of an equal amount to
be deducted each:pay period during the six months' duration.

2. The minimum amount will be 50 cents bi-weekly or semi-
monthly, or $1 monthly, with no restriction nn size of increment above
the minimum,

3. No change of amount will be authorized during the term of an
allotment.

4. No deduction will be made for any period in which allotter's
net pay after all legal and prevxously authorized deductions is insuffi-
cient to cover the allotment; no adJustment will be made in subsequent
periods to make up for deductions missed,

(These conditions are for the purpose of simplicity and economy in pay-
roll operations. The 50¢ minimum is essential in order to keep admin-
istrative expense in reasonable relation to the amount of contributions,)

¥ -Fy---Feer--A-uniform-fee-of 2-eents-per-deduction wili-be charged-by- *
* the- Government fer-the payrol-allotment-service,~--- *

G. Remittance,

1. Oane chack will be sent by the payroll office each pay perigd, in
the gross amount of deductions made on the basis of current authorizations -
*  .less-{fees-withheld, to the campaigns' Central Accounting Point, addressed *
to DoD (year) Overseas Combined Federal Campaign, c/o Cashier,
American Express Co., Inc., 65 Broadway, New York, N.Y. 10006,

TAGO 6044 5
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C 13, AR 600-29

* ¥ *k

2. The check will be accompanied by a statement of the number

of employee deductions included and the total amount of the service

charge withheld. There will be no listing of allotters included.or==
allotter=dircontivaances. (No listings of individual allotters will be
needed with remittances, Since these allotments are voluntary con-
tributions which may be discontinued at will and are not otherwise
collectible there would be no value, commensurate with the expense,
in maintaining individual accounts on pledges serviced by payroll
allotment. The central allottee accounting point will distribute pay-
roll remittances among the participating voluntary campaign organi-
zations. Internal distribution will be made to individual member
agencies by each of the voluntary campaign organizations involved.)

B. Discontinuance.

1. Allotments will be discontinued automatically:
a. On expiration of the six months' withholding period,

, b.. On death, retirement, or separation of allotter from
the Federal service.

2. Allotter may revoke his authorization at any time by request
in writing to the payroll office. Discontinuance will be effective the
first pay period beginning after receipt of written revocation in the
payroll office.

3. A discontinued allotment will not be reinstated.
I.  Transfer. When an allotter moves to an organizational unit

sérved by a different DoD payroll office, whether in the same or a
different department or agency, his allotment authorization will be

.transferred to the new payroll office, unless expressaly revoked by the

individual.. I there is a delay in receiving the transferred authoriza-
tion in the new payroll office, allotter should be permitted to complete
a new authorization for the remainder of the six-month withholding
period, which will be considered as superseding and revoking his
previous authorization,

J. Accounting, Establishment of individual allotment accounts,
deductions each pay period and reconciliation of employee accounts
will be in accordance with agericy and General Accounting Office
regulations,

* %

TAGO 6044


SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


5%§ cr3
overseas CFC arrangement and payroll deduction privilege, the
participating campaign organizations, the provision for designations
and the method of dividing undesignated funds, etec. It will list each

ember agency of the voluntary campaign organizations with a brief
tement of factual information of its program.

b. Pledge Form., This form will be forwarded when com-
pleted, to the local or nearest receipt and accounting point for the
campaign. Its format will include a few blank lines for write-in
designatiyns.

Payroll Withholding Authorization.

) This working form will be forwarded, when com-
pleted, to the contributor's payroll office. There are many separate
payroll offices sexving military and civilian personnel within the
Department of Defexse. Accordingly, the authorization must be in
standard format and hear adequate identification of the campaign.
The name to be printe in the right hand corner of the form should
be the same as that for the campaign, including the fiscal year, as
for example, 1967 DoD O\erseas Combined Federal Campaign. The
box headed “Identification No." will include the payroll identification
numbering system used in the militazy service.

(2) The standard format and text for payroll withholding
authorizations is shown in Atta ent 2.

4. Other campaign materialg will include the following:

a. Project Qfficer's or Chairman's Guide. For use of
campaign chairmen in individual installations or units.

b. Keyman's Material

(1) Fact Sheet - providing any additional information

concerning the participating agencies.

(2} Report Envelope - providing\i
man about campaign arrangements, solicitation\methods and forward-
ing procedures.
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d. Publicity Items - News stories and fillers for the local
press and house organs, all-employee letters, speeches for campaign
leaders, division chairmen, etc.

VI. Payroll Withholding

The policies and procedures for payroll withholding operations
have been approved in the Department of Defense and inatructions to
be followed are outlined in a memorandum from the Deputy Secretary
of Defense, dated July 30, 1965, and service and agency regulations
which implement DoD Directive 7330.1, "Voluntary Military Pay
Allotments, " dated July 28, 1967, and DoD Directive 1418, 4,
"Civilian Pay Allotments,'" dated January 26, 1968, 1/

A, Applicability. Voluntary payroll allotments will be authorized
for payment of charitable contributions to participating voluntary cam-
paign organizations,

B. Allotters. The allotment privilege will be made available to
DoD personnel {except non-DoD nationals) as fcllows:

1. Civilian employees whose net pay regularly is suffi cient to
cover the allotment, excluding those serving under appointments
limited to six months or less. (Includes part-time and substitute
employees who are regularly employed. Short term/temporaries
are excluded because the extended payment plan of payroll withhold-
ing is appropriate only for contributors who are expected to continue
in employment through the six-months period for which contributions
are pledged.)

2. Members of the Armed Forces, excluding those on only a
short-term assignment in the area.

C. Authorization

1. Allotments will be wholly voluntary and will be based upon
contributors' individual written authorizations on the form shown as
Attachment 2.

2. Authorization forms in standard format (Attachment 2) will
be printed by the participating voluntary campaign organizations and
will be distributed to employees along with other campaign materials
at the time contributions are solicited.

1/ Amended by special agreement with the Civil Service Commission
‘dated May 27, 1966 to incorporate provisions required té meet special

conditions of the overseas campaign. The amended provisions are
embodied in the following paragraphs. A copy of Section 550, 302 of
the Civil Service Regulations, as amended, is attached. {Attachment 3)
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3. GCompleted authorization forms will be transmitted to the
payroll offices as promptly as possible but not later than June 15 of
the fiscal year in which the solicitation is conducted.

D. Duration, Authorizations will be in the form of a term allot-
ment for a six-months period -- 13, 12 or 6 pay periods depending
upon allotter's pay schedule -- starting with the first pay period begin-
ning in July following the solicitation and ending with the last pay period
which begins in the following December. (The standardization of be-
ginning and ending dates, except for individual discontinuances, is in-
tended to eimplify payroll operations and minimize costs,) In case of
school teachers or other employees not normally employed during the
summer months, allotments may be started at the time of reemploy-
ment and continued for the period ending with the last pay period which
begins in the following December.

E. Amount,

1. Allotters will make a single allotment of an equal amount to
be deducted each pay period during the six months' duration,

2. The minimum amount will be 50 cents bi-weekly or semi-
monthly, or $1 monthly, with no restriction on size of increment above
the minimum.

3. No change of amount will be authorized during the term of an
allotment.

4. No deduction will be made for any period in which allotter's
net pay after all legal and previously authorized deductions is insuffi-
cient to cover the allotment; no adjustment will be made in subsequent
periods to make up for deductions missed.

{These conditions are for the purpose of simplicity and economy in pay-
roll operations. The 50¢ minimum is essential in order to keep admin-
‘istrative expense in reasonable relation to the amount of contributions. )

F. Fee. A uniform fee of 2 cents per deduction will be charged by
the Government for the payroll allotment service.

G. Remittance.

1. One check will be sent by the payroll office each pay period, in
the gross amount of deductions made on the basis of current authorizations,
less fees withheld, to the campaigns' Central Accounting Point, addressed
to DoD (year} Overseas Combined Federal Campaign, c/o Cashier,
American Express Co., Inc., 65 Broadway, New York, N.Y. 10006.
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2, The check will be accompanied by a statement of the number
of employee deductions included and the total amount of the service
charge withheld. There will be no listing of allotters included or
allotter discontinuances. (No listings of individual allotters will be
needed with remittances. Since these allotments are voluntary con-
tributions which may be discontinued at will and are not otherwise
collectible there would be no value, commensurate with the expense,
in maintaining individual accounts on pledges serviced by payroll
allotment. The central allottee accounting point will distribute pay-
roll remittances among the participating voluntary campaign organi-
zations. Internal distribution will be made to individual member
agencies by each of the voluntary campaign organizations involved.)

H. Discontinuance.

1. Allotments will be discontinued automatically:
a. On expiration of the six months' withholding period,

b. On death, retiremant, or separation of allotter from
the Federal service.

2. Allotter may revoke his authorization at any time by request
in writing to the payroll office. Discontinuance will be effective the
first pay period beginning after receipt of written revocation in the
payroll office,

3. A discontinued allotment will not be reinstated.

1. Transfer. When an allotter moves to an organizational unit
served by a different DoD payroll office, whether in the - same or a
different department or agency, his allotment authorization will be
transferred to the new payroll office, unless expressly revoked by the
individual. If there is a delay in receiving the transferred authoriza-
tion in the new payroll office, allotter should be permitted:-to complete
a new authorization for the remainder of the six-month withholding
period, which will be considered as superseding and revoking his
previous authorization.

J. Accounting. Establishment of individual allotment accounts,
deductions each pay period, reconciliation of employee accounts, and
deposit of service fees withheld will be in accordance with agency and
General Accounting Office regulations.

App. B
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tiive Departmoents and Agencics
The voluntary agen(;i recoghized by the Chairman
igsion, in accordance with
Executive Order 10927, fok on-the-job solicitation privi-
leges in the Federal servicd during fiscal year 1971 are
listed in this bulletin. Their worthwhile efforts on
behalf of all Americans meprit a generous voluntary
contribution from Federal rsonnel. The Eligibility
Committee has determined that each one meets estab-
lished requirements as to prdgram objective, adminis-
trative integrity, and financial\pesponsibility.

The assigned periods for the 1$70-T1 campaigns and
the locations and conditions under which solicitation
privileges may be exercised are hg specified in see-
tion 3.5 of the Federal Fund-Raising Manual, except as
modified by the ingtructions in Chapteir 4, THE COM-
BINED FEDERAL CAMPAIGN, and Chipter 7, NON-
DISCRIMINATION REQUIREMENTS,

RECOGNIZED CAMPAIGNS AND AGENC
1. LocAarL CoMMUNITY CHESTS, UNITED FUXNDS, AND
OTHEER FEDERATED GrROUPs Which are members in
good standing of, or are recognized by, the ited
Way of America
2. THE AMERIOAN NATIONAL REp CrROS8
{Domestic and overseas areas)
3. FEDERAL BERVICE CAMPAIGN FOR THE NATIONAL
HEALTH AGENCIES
(Domestic and overseas areas)

QCTORER 197C
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American Cancer Society, Inc.
American Heart Association, Inc.
Arthritis Foundation
Muscular Dystrophy Associations of America, Inc.
National Association for Mental Health, Inc.
National Association for Retarded Children, Inc.
National Cystic Fibrosis Research Foundation
National Easter Seal Society for Crippled Chil-
dren and Adults, Inc.
National Feundation-March of Dimes
National Kidney Foundation _ =
National Multiple Sclerosis SOCiCtY
National Society for the Prevention of Blindness
United Cerebral Palsy Associations, Inc.
4, INTERNATIONAL SERVICE AGENCIEB
{Domestic and overseas areas)
American-Korean Foundation, Inc.
CARBH, Inec.
Planned Parenthood—World Population
Project HOPE (People-to-People Health Founda-
tion, Inc.)
5. INTERNATIONAL SERVICE AGENCIES
(Overseas area only)
American Social Health Association
International Rescue Committee, Inc.
International Social Service, Inc,
National Recreation and Park Association
United Seamen’s Service, Inc.
United Service Organizations, Inc. (USO)
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largest number of civilian and military
personnel. The committees are composed
of local Federal agency heads or their
designated personal\ representatives and
have self-determined organizational ar-
rangements.
A list of local Federal cootdinating groups is
included in the APPEND

62 Coordinating Responsibilities. Within the

limits of the policies, procedutes and arrange-

appropriate publicity measures needed to
2SSUTS cAmpaign success.

b. Improve understanding and compliahce
with program policies and procedurés.
Each local Federal agency head receiv
fund-raising directives through his agency
channels and can raise questions by the
same means. However, the coordinating
group serves as the central medium for re-
solving such questions locally to the extent
possible without referral to the national
level.

SEPTEMBER 1965
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c. Interpret the program to community lead-

ers. The fund-raising program is respon-
sive to the needs of a great many voluntary
agencies, but it cannot accommodate to the
desires and methods of all. The coordi-
nating group (1) explains to community
leaders the special arrangements and con-
ditions of the Federal program and the
considerations which entered into its devel-
opment, and (2) publicizes appropriate
information regarding the response of
Federal military and civilian personnel to
the approved campaigns.

. WAdminister program  requirements.

The coordinating group is responsible for
organizing a local Combined Federal Cam-
‘paign, where appropriate; administering
the requirements for a policy and practice
of racial nondiscrimination by voluntary
agencies participating in local Federal
campaigns; and acting upon any problems
of apparent noncompliance by voluntary
agencies with the policies and procedures
of the Federal program.y

. Comanunicate with the Gffice of the Chair-

man of the Civil Service Commission. The
coordinating group refers unresolved local
fund-raising questions or problems that are
common to several agencies direct to the

‘Office of the Chairman for decision.

Single-agency problems are referred
through customary agency channels, The
Chairman of the Civil Service Commission
communicates directly with the Chairman
of the local coordinating group when in-
formation about the local fund-raising
situation is needed.

FEDERAL FUND-RAISING MANUAL


SimS
Pencil


CHAPTER 3 7

CAMPAIGN ARRANGEMENTS FOR VOLUNTARY AGENCIES
% (EXCLUDING COMBINED FEDERAL CAMPAIGNS)*%

3.1 TYPES OF VOLUNTARY AGENCIES.
Voluntary agencies are private, self-governing
organizations financed primarily by contribu-
tions from the public. Some are national in
scope, with a national organization and state
or local chapters or affiliates. Others are pri-
marily local both in form of organization and
extent of services. The Federal program in-
volves golicitation arrangements for four broad
categories of such agencies:

a. Local health, welfare, or recreational
service agencies, such as visiting nurse
associations, homes and clinies for child-
ren and the aged, and neighborhood cen-
ters for youth recreation and guidance.

bh. National and international welfare, re-
creational service and emergency relief
—the American National Red Cross,

¢. National health agencies providing re-
search and public education on a national
basis in addition to local services, such as
the American Cancer Society and Ameri-
can Heart Association.

d. National agencies having an internation-
al service function which involves health,
welfare or freedom-building programs in
foreign countries, such as CARE and
Radio Free Europe,

3.2 TYPES OF FUND-RAISING METH-
ODS. The methods used by voluntary agencies
in public fund raising are usually character-
ized as federated or independent. A federated
campaign typically is one conducted by a local
community chest, or by a united fund when the
local Red Cross chapter participates. In these
cases local voluntary agencies join contractual-
ly into a single organization for fund-raising
purposes. Usually they also admit local chap-
ters or affiliates of some national agencies as
participating members. An independent cam-
paign is one conducted by a local or national
voluntary agency through its own fund-raising
organization. Some national agencies conduct

OCTOBER 1969

only independent campaigns, as a matter of
agency policy. Others campaign independently
or participate in federation depending upon
local circumstances and the admission policies
of local federated groups.

3.3 CONSIDERATTONS IN MAKING FED-
ERAL ARRANGEMENTS. With the number
of worthy voluntary agencies and their major
differences in organization and fund-raising
policy, coordinated arrangements are necessary
in order to provide Federal employees an op-
portunity, within reasonable administrative
expense, to contribute to the agencies of their
choice. Basic arrangements are made nation-
ally in view of the national scope of many of
the voluntary agencies. Campaign operations
are decentralized under provisions that accom-
modate to the varying situations in local com-
munities. Both federated and independent
fund-raising policies are supported since each
responds to a legitimate purpose of the volun-
tary agencies involved. However, in order to
keep the number of on-the-job solicitations to
the practical minimum independent appeals
must be grouped into joint campaigns of agen-
cies having similar characteristics, e.g. the
National Health Agencies, the International
Service Agencies and the American Overseas
Campaign.

34 DRFINITION OF TERMS USED IN
FEDERAL ARRANGEMENTS

A1 Domestic Area. The 50 United States, the
Panama Canal Zone, and the Common-wealth
of Puerto Rico.

42 Overseas Area. All other points in the
world where Federal employees or members of
the armed forces are stationed.

43 Federated Community. A location within
the domestic area where a federated fund-
raising program is operated by national and
local voluntary agencies through a community

FEDERAL FUND-RAISING MANUAL
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] CHAPTER 3~~CAMPAIGN ARRANGEMENTS FOR VOLUNTARY AGENCIES

chest, united fund or other local federated
group which is a member in good standing of,
or is recognized by, the United Community
¥Funds and Councils of America, Inc. Jrand
which meets the nondiscrimination require-
ments prescribed in Appendix F.y

44 Nonfederated Community. A location
within the domestic area whers there is no fed-
erated fund-raising program or where the fed-
erated program does not include any national
voluntary agency of the types defined in para-
graphs 3.45 and 3.46 Yror.does not meet the non-
discrimination requirements prescribed in
APPENDIX F.o¢

45 Recognized National Voluntary Agency.
An agency which has been declared eligible by
the Chairman of the Civil Service Commission
for participation in independent or joint cam-
paigns in the Federal establishment,

48 National Voluntary Agency “Supported
Primarily through United Funds and Commu-
nity Chests.” An agency which generally so-
licits within the Federal establishment as a par-
ticipating member of community chests, united
funds or other local federated groups which are
members in good standing of, or are recognized
by, the United Community Funds and Councils
of America, Inc., for example, United Service
Organizations, Inc. (USO). Such an agency
is not recognized for participation in independ-
ent or joint campaigns except with respect to
nonfederated communities :and the -overseas
area.

35 POLICIES GOVERNING FEDERAL
ARRANGEMENTS

b1 Campaign Arrangements Established Na-
tionally. The basic campalgn arrangements 1n
this chapter have been established by the Chair-
man of the Civil Service Commission after con-
sultation with representatives of national vol-
untary agencies, the executive departments and
~agencies, and Federal employee organizations.
Commitments are made nationally in order to
make it possible for the independent national
voluntary agencies to develop and administer
+ joint campaigns in the Federal establishment.
Therefore, local Federal agency heads are not

FEDERAL FUND-RAISING MANUAL

authorized to vary from the established ar-
rangements except to the extent that local vari-
ations are expressly provided for.

52 Number of Solicitations. Not more than
three solicitations on the job will be made annu-
ally at any location, on behalf of voluntary

health, welfare, or international vkserviceyy

agencies, except in the case of an emergency or
disaster appeal for which specific prior ap-
proval has been granted by the Chairman of the
Civil Service Commission. At locations where
the Red Cross participates in a local federated
campaign not more than two such solicitations
will be made annually. +¢Only one solicitation
will be made at locations where there is a Com-
bined Federal Campaign.4

53  No Duplicate or Supplemental Campaigns.
No voluntary agency may be permitted to so-
licit Federal personnel at place of employment
or duty station more than once in any year
except in the case of an approved emergency
or disaster appeal.

54  Responsible Conduct. Solicitation priv-
ileges may be withdrawn from a voluntary
agency at any time by the Chairman of the Civil
Service Commission, after due notice and op-
portunity for consultation, in the event it fails
to adhere to the eligibility requirements, pol-
icies and procedures of the Federal program.

55 Federated Campaigns.

851 Authorization. A local community
chest, united fund or other local federated
group which is a member in good standing of,
or is recognized by, the United Community
Funds and Councils of America, Inc., ¥and
meets the nondiscrimination requirements pre-
scribed in Appendix Fyy is authorized on-the-
job solicitation privileges in its local campaign
area.

552 Other Agencies Excluded. In a fed-
erated community as defined in paragraph 3.43,
local voluntary agencies and national vountary
agencies “supported primarily through united
funds and community chests” are not authorized
to solicit on the job except as participating
members of the local fund or chest.

553 Single Fund-Raising Agency. A local
community chest, united fund or other local

SEPTEMBER 1945
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THE COMBINED FEDERAL CAMPAIGN

41 PURPOSE. The Combined Federal Cam-
paign plan was established to meet employee
wishes Tor a single campaign, reduce the ex-
pense to the Government involved in separate
campuigns, permit payroll deductions for chari-
table contributions, and provide better support
to voluntary health and welfare organizations.
The arrangements for combined campaigns
have been approved by the Chairman of the
Civil Service Commission under the authority
of lxecutive Order 10927, dated March 18, 1961,
which governs fund raising within the Federal
Service.

In a Combined Federal Campaign the ap-
proved voluntary agencies campaign together at
one time in the fall of the year rather than in
separate campaigns in the fall and in the spring.

4.2 AUTHORIZED CAMPAIGN ORGANI-
ZATIONS. Arrangements for each local CEC
will be worked out through negotiations be-
tween the loeal Federal officials and representa-
tives of the authorized campaign organizations.
The four authorized campaign organizations
are as follows: *

1. A local united fund, community chest, or
other local federated group which is a mem-
ber in good standing of, or is vecognized by,
the United Community Funds and Coun-
cils of America, Inc. The number of mem-
ber agencies in a fund or chest campaign
varies from around 20 to over 200 depend-
ing upon the locality.

2. The National Health Agencics. There are
a number of health agencies recognized na-
tionally but eligibility tosolicit in a CFCis
limited to those locations where the na-
tional agency has a State or local chapter

* 8ee Appendix B.
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or affiliate (a) whicl is organized to serve
the local area (county), and (b) which is
not a member agency of the local united
fund or chest. ‘

8. The International Service Agencies. These
are recognized international service agen-
cies which make up this campaign group
at al locations. Since their program
operations are all conducted overseas,
fund-raising eligibility is not limited to
the places where they have local chapters
or committees, but where a local chapter
participates in a united fund campaign it
cannot participate in the ISA group.

4. The American Red Cross. At locations
where Red Cross does not raise funds in
partnership with the local united fund or
chest, its chapters constitute a fourth cam-
paign group.

43 RESPONSIBILITY OF LOCAL FED-
ERAL COORDINATING GROUPS. It is
Government policy to encourage the establish-
ment of CFC where the voluntary groups agree
to the plan. Each Federal coordinating group
is authorized and requested to organize a Com-
bined Federal Campaign in the local area for
which it has fund-raising responsibility.
Civilian employees and members of the Armed
Forces in all Federal offices and installations in
the local campaign area are included whenever
a CFC is organized. The heads of executive de-
partments and agencies will request their local
officials to cooperate fully with the decisions of
the Federal coordinating group on all aspects
of CFC arrangements, in the interest of achiev-
ing a single, unified campaign for all Federal
personnel in the local area,

At locations where there is a significant num-
ber of Federal personnel and there is no Federal
coordinating group in being, the head of the

FEDERAL FUND-RAISING MANUAL
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‘local Federal installation having the largest

number of personnel should initiate action to
form a Fund-raising Program Coordinating
Committee * to work toward the establishment
of CFC.

44 CFC PLAN

41 Requirement for Agreement of Local
United Fund or Community Chest. Since the
local united fund or chest is generally the pre-
dominant beneficiary of Federal employee con-
tributions, its cooperation is essential to the
implementation of CFC in any community. Ac-
cordingly, the local fund or chest will be given
the opportunity freely to decide whether or not
it wishes to participate with the other campaign
organizations in a Combined Federal Cam-
paign. Local Federal officials should explain
the wishes of the (Government and its employees
for this arrangement and the expected increase
in contributions. However, if the local united
fund or chest declines to participate, the com-
bined campaign will not be undertaken and
separate campaigns by each organization will
proceed in the usual manner as outlined in
Chapter 3 of the Manual. Payroll deductions
will be authorized only for the combined cam-
paign arrangement,

If the fund or chest is not the predominant
beneficiary of Federal employee contributions
in the local area;i.e., if in the past it has received
less than half of the total donations in the au-
thorized voluntary agency campaigns, and the
other campaign organizations wish to proceed
with a combined campaign, the local Federal
coordinating group may recommend to the
Chairman of the Civil Service Commission
withdrawal of the fund’s right to veto CFC.

42 Role of National Voluntary Agencies. The
recognized ? national health agencies, and inter-
national service agencies have agreed nationally
to participate in CFC under the basic rules pre-

1 Bee Manual, gectlon 2.81¢,

2 An Bligibility Committee of Federal management and em-
ployee representatives annually screens applicants for fund-
raislog privileges, using comprehensive standards relating to
program worth, administrative Integrity, and fnancial re-
sponsibility. Agencles recognized for the current fiscal year
are listed in Appendix B,
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seribed. Their local representatives will partici-
pate as full partners in the formulation of de-
tailed arrangements for the local campaign and
preparation of®campaign materials, If there
is disagreement on details which cannet be re-
solved on a timely basis by direct negotiations
between the campaign organizations, such mat-
ters will be referred with the recommendations
of each organization to the local Federal co-
ordinating group for final decision.

In the event that any of the national volun-
tary agencies should choose not to participate
in CFC under the final arrangements decided
locally it may withdraw from the campaign,
but it will not have fund-raising privileges in
local Federal offices or installations during the
fiscal year involved.

In the communities where the Red Cross con-
ducts an independent campaign in the Federal
establishment in March it will be regarded as a
separate campaign organization and full part-
ner in the combined campaign. Red Cross chap-
ters have independent authority with respect
to fund-raising policy, so responsibility for de-
ciding on participation in CFC rests with the
local chapter board of directors. As with the
other national organizations, in the event local
Red Cross chapters choose not to participate in
CFC under the final arrangements decided lo-
cally they are not authorized to have a separate
campaign in local Federal offices or installations
during the fiscal year involved, except in the
case of an emergency or disaster appeal for
which specific prior approval has been granted
by the Chairman of the CSC. (See Manual,
section 8.52.)

45 ORGANIZING THE LOCAL CAM-
PAIGN. The local Federal coordinating group
should designate a CFC Committee from among
its prinecipal members to give top policy leader-
ship and direction to the planning and conduct
of the combined campaign. Any of the author-
ities assigned to the group in this plan may be
redelegated to the CFC Committee.

Employee representatives should be appoint-
ed to the CFC Committee, where possible from
among the principal employee organizations
recognized in local Federal installations, so as
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to insure employee participation in the plan-
ning and conduct of the campaign.

The chairman of the CFC Committee should
initiate action promptly to organize and plan
for the local combined campaign. Immediate
action steps suggested are as follows:

1. Meet with the principal representatives of
the authorized campaign organizations in the
iocal area, ie., the local united fund or com-
munity chest, the national health agencies, the
international service agencies and, in commu-
nities where it has o separate Federal campaign,
the Red Cross. Attempt to enlist their cooper-
ation in the combined campaign. ‘

2. Establish a local joint work group of Fed-
eral and voluntary agency representatives. Its
purpose is to assemble necessary information
and data, plan the detailed arrangements, iden-
tify and attempt to resolve any policy issues,
and prepare the campaign materials. The work
group should have a Federal chairman, other
management and employee representatives as
deemed advisable, and a designated representa-
tive from each of the authorized campaign or-
ganizations. If participation by the local united
fund (community chest and Red Cross at some
locations) is delayed because of the need to ob-
tain formal authorization from its board of
directors, request designation of a representative
on a tentative basis so that preliminary plan-
ning can get underway in the meantime.

3. Insure that the joint work group’s plan-
ning and materials preparation is scheduled
and moves ahead rapidly and that detailed ar-
rangements are approved and issues resolved
on a timely basis by the Federal coordinating

group.

46 BASIC CFC GROUND RULES. The
arrangements outlined in this part constitute
" basic ground rules for the Combined Federal
Campaign. Certain local variations are specifi-
cally authorized in this chapter or where the
voluntary groups unanimously agree to modi-
fication. Modification of the ground rules in
specific instances may be requested by Federal
coordinating groups by writing the Office of
the Chairman, Civil Service Commission ; how-
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ever, modifications will be granted only in most
exceptional circumstances.

Within the basic ground rules established by
the Cliairman of the Civil Service Commission,
the local Federal coordinating group is author-
ized to make final decisions on all matters on
which the local representatives of the campaign
organizations do not reach mutual agreement
after a reasonable period of negotiation, such
as the details in setting ratios for division of
undesignated money, in drafting campaign ma-
terials, in relative publicity, etc. The local Fed-
eral coordinating group is expected to give
thoughtful consideration to the equities in-
volved and the recommendations of each cam-
paign organization on the matters at issue and
to render impartial decisions which will promote
the purposes of the Combined Federal
Campaign.

The local joint work group should proceed
promptly to work out and recommend to the
Federal coordinating group the detailed ar-
rangements for the campaign, covering the
items listed below.

A. Campaign name. The name will be the
COMBINED FEDERAL CAMPAIGN. The
title should include the year for which contribu-
tions are solicited and identification of the lo-
cality, as for example: 1970 SAN ANTONIO
AREA COMBINED FEDERAL CAM-
PAIGN.

B. Campaign period. This may be any period
not. in excess of six weeks between September 1
and November 30.

C. Campaign area. The exact geographic area
to be covered by the combined campaign will be
determined locally, taking inte account past
practice and the feasible scope for a single, co-
ordinated campaign. Generally this will be the
area that has been used in previous years for a
coordinated campaign on behalf of the local
united fund or chest. At some locations more
than one united fund or chest may be involved.
Clear demarcation of the campaign area is nec-
essary, among other reasons in order that the
national agency campaigns outside the CFC
areas can be conducted without overlap or
confusion.

FEDERAL FUND-RAISING MANUAL


SimS
Pencil

SimS
Pencil


16

CHAPTER 4--THE COMBINED FEDERAL CAMPAIGN

D. Past contributions data. Each of the au-
thorized campaign organizations should report
its total dollar receipts in the last 3 years from
Federal military and civilian personnel in the
campaign area established in C above. Compile
a separate 3-year total for the united fund or
chest, the national health agencies, the interna-
tional service agencies, and, if it has an in-
dependent local Federal campaign, the Red
Cross, The ratio of these 3-year totals is the base
for setting the ratio for division of undesig-
nated funds or determining voluntary agency
goals in the combined campaign.

4.7 DIVISION OF RECEIPTS. A. Ratio for
division of wundesignated funds (Regular
Method). Undesignated funds are the dollars
donated or pledged in the combined campaign
that are not designated to particular beneficiary
agencies. The percentage distribution of un-
designated funds among the authorized cam-
paign organizations will be predetermined on
a basis which gives effect to the past giving ex-
perience by Federal contributors in the local
campaign area. A 3-year experience period is
used so as to avoid severe fluctuations due to spe-
cial factors affecting contributions in any one
year.

The ratio of the total contributions received
by each group in their local Federal campaigns
during the latest 3-year period will be the basic
ratio for division of undesignated funds. The
local joint work group may recommend adjust-
ments in this base as needed to accommodate to:
(1) inability to compile accurate data on past
contributions in the local campaign area, (2)
shifts of member agencies from one group to
another, (3) a Red Cross emergency or disaster
appeal, and (4) any other major circumstance
which any of the groups believes should be con-
sidered in setting the final ratio. If the campaign
organizations cannot agree on the final per-
centage ratio after a reasonable time for nego-
tiation, the matters at issue will be referred with
the recommendations of each organization to
the Federal coordinating group for final
decision.

B. Alternative method for distribution of un-
designated funds. As an alternative method for
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division of undesignated funds, the campaign
organizations may agree on a dollar goal (to be
composed of designated and undesignated con-
tributions) for each group based on each group’s
average receipts over the most recent 3-year
period in Federal campaigns in the local area.
These goals may be adjusted by an agreed upon
percentage—the same for each group—where
there is an expectation that the campaign will
produce an increase (or decrease) in receipts in
comparison with the overall 3-year average. In
addition, the local Federal coordinating group
may recommend adjustments in the goal for any
groups as needed to accommodate to: (1) in-
ability to compile accurate data on past con-
tributions in the local campaign area, (2) shifts
of member agencies from one group to another,
or (3) a Red Cross emergency or disaster ap-
peal. Where the campaign organizations are un-
able to agree on the goals, they shall be estab-
lished by the joint work group.

For purposes of division of receipts, all desig-
nated funds will be credited toward the cam-
paign goal of the appropriate voluntary group.
Then, undesignated funds shall be added to each
group’s designated funds as necessary to achieve
the group’s goal. Undesignated funds remaining
after the goal of each group has been achieved
shall be distributed among the groups in aec-
cord with a predetermined percentage, agreed
upon by the campaign organizations or set by
the joint work group in the absence of such
agreement. :

If insufficient funds are raised to meet the
campaign goals of all groups, or if the distribu-
tion of funds is such that the goals of each group
cannot be met, and after all designated money
is credited to the goal of the appropriate group,
the remaining undesignated funds shall be

"added to the designated funds of each group

in such amounts so as to assure that each group
achieves an equal percentage of its predeter-
mined dollar goal, except where a group exceeds
that percentage on the basis of designated funds.

4.8 CONTRIBUTOR DESIGNATION. The
right to designate will be plainly stated in the
contributor’s leaflet, but designations will be

OCTOBER 1969


SimS
Pencil


CHAPTER 4—THE COMBINED FEDERAL CAMPAIGN

17

neither encouraged nor discouraged by keymen
solicitors or in campaign publicity materials
and speeches,

The contributor’s information leaflet will
identify the participating campaign groups and
list their member agencies with a brief statement
describing each agency’s program. The leaflet
will tell the contributor how the funds will be
divided among the groups and of his right to
designate gifts to individual agencies. Several
lines will be provided on the pledge form where
he may write in such designated gifts. Where the
alternative formula for division of undesig-
nated receipts is used, a minimum of five lines
for undesignation purposes shall be shown on
the pledge card. Since this will increase the
space necessary for designation purposes, the
reverse side of the pledge card may be used;
however, the five designation lines or boxes
should appear on the pledge card itself. Sepa-
rate designations slips should not be used,
whichever formula is adopted for divisions of
receipts.

Mention will be made in the contributor’s
leaflet and provision made on the pledge form
for designation only to individual agencies, not
to campaign groups. If the contributor should
write in & group designation, however, such des-
ignation will be tabulated and allocated to the
group in accordance with the contributor’s
instruetions.

49 DOLLAR GOALS. A dollar goal for the
overall combined campaign is recommended.
Generally, it provides a focus for group spirit
and unity of purpose that contributes materially
to success, By apportioning the goal equitably
among the Federal offices and installations, each
agency shares responsibility in the team effort
and has & mark to gauge its accomplishment.

In developing the proposed goal, the local
work group should take into account past giv-
ing experience in local Federal campaigns, the
needs and reasonable expectations of the volun-
tary agencies in the current campaign sitnation,
and the probability of a substantial increase in
the level of giving due to the single campaign
and payroll payment plan. The objective should
be to set a goal that is attainable and which can
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be exceeded in an enthusiastic and purposeful
campaign.

Dollar goals are not required. An alternative
approach, used successfully in some CFCs, is to
rely on Fair Share Giving as the principal in-
centive. For example, the “goal” could be 75
percent participation at the fair-share level.

410 FAIR-SHARE GUIDES AND VOL-
UNTARY GIVING. Suggested fair-share giv-
ing guides for the individual contribution
should be constructed locally. The guide may be
shown in the contributor’s leaflet or on the
pledge form. It will be accompanied by a state-
ment that the guide is provided because em-
ployees often ask for one but that the decision
to give and the amount is up to each employee.®
In this connection, Federal agencies are not
authorized to furnish individual employees fair-
share guide based upon the employee’s specific
pay or grade; a guide in this form is comparable
to an individual quota or assessment which is
prohibited.? The contributor’s leaflet or the
pledge form must also include the express state-
ment that the employee has the privilege of
making his gift confidentially through the use
of a sealed envelope which will be delivered
without opening to the voluntary agencies.*

In the contributor’s leaflet and other cam-
paign publicity it will be desirable to emphasize
the concept of the single annual campaign, re-
ferring to the fact that the contributor’s pledge
is to cover what he would have given in the
three (or four) separate campaigns usually held
and to point out that the privilege of extended
payment through payroll withholding makes it
possible for him to cover a full year’s commit-
ments at one time.

The suggested amounts of fair-share gifts
should of course be structured in relation to the
contributor’s ability to give and the scale should
be in reasonable relation to the campaign goal
and the guides used in local private employment.
The guide should show the amount of periodic
payroll deduction suggested as appropriate for
various pay levels. This may be combined with

% Bee Manual, section 6.5.
1 8ee Mannal, section 6.8.
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or supplemented by guides for cash giving or
direct-paryment pledges. These are usually vep-
resented in terms of percent of annual income,
number of hours' pay, or in tabular form show-
ing suggested size of gift in relation to various
income Jevels.

411 CENTRAL RECEIPT AND AC-
COUNTING FOR CONTRIBUTIONS. The
authorized campaign organizations should ar-
range, by mutual agreement, for o central

receipt and accounting point in the local area

for CFC contributions, This is essential in order
to avoid the need for multiple pledge and report
fornis, which would greatly complicate on-the-
job solicitation procedures, and to provide a
central point for receipt of periodic remittances
from Federal payroll offices during the ensuing
vear, Central receipt and accounting can be at-
ranged as a joint operating activity of the cam-
paign organizations; one of them can act as
agent for all with a sharing of expenses; or they
may be able to obtain volunteer services from
a'local bank.

The central accounting point will tabulate
contributions according to the designations on
pledge forms and in accordance with the agreed-
upon ratio for division of undesignated funds,
furnishing each campaign organization with
appropriate detail regarding designations to
member agencies. The final audited totals of
designated and undesignated contributions to
each campaign organization will constitute the
ratio for distribution of receipts by the central
accounting point. The campaign orgunizations
will be responsible for distribution internally
to member agencics in accordance with organi-
zation agreements,

The cost of central receipt .and accounting
(and other identifiable expenses such as for the
printing of campaign and publicity materials)
will be shared by the campaign organizations
under any arrangement that is mutually accept-
" able to them. To avoid subsequent misunder-
standings, they should reach a firm agreement
in advance of the campaign specifying the na-
ture of the expenses to be shared, the method of
distribution and the time of billing. Generally,
expenses should be shared among the organiza-
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tions -in the same ratio as their total receipts
from the campaign based on final andited totals
of designated and undesignated contributions.
(Central accounting and cxpense-sharing agree-

.ments are the responsibility of the campaign

organizations, and the Government will not en-
ter into their administration.

The use of voluntary payroll withholding is
authorized for military and civilian personnel
at CFC locations in addition to the usual
methods of cash contribution and direct pay-
ment of pledges; however, it is discretionary in
the local area whether to provide for direct pay-
ment. of pledges. Keyman collection of install-
ment pledges is not authorized in view of the
availability of the payroll payment system. Cash
contributions must be permitted.

412 CAMPAIGN AND PUBLICITY MA-
TERIALS. Campaign and publicity materials
will be developed in the local area and will be
printed and supplied by the campaign organi-
zations. Although the type of materials needed
are fairly standard in fund-raising campaigns,
the variation from one location to another in
size and composition of the campaign organiza-
tions and in the detailed policy and operating
arrangements makes it impractical to produce
materials nationally, :

A single Contributor’s Information Leaflet,
a Pledge Form and a Payroll Withholding Au-
thorization are to be distributed by keymen to
each potential contributor. The Pledge Form
and Payroll Withholding Authorization may
be one form.

The objective should be to provide a simple
and attractive package which has fund-raising
appeal and essential working information.
Treatinent should focus on the combined cam-
paign and homogeneous appeal without undue
use of organization symbols or other distrac-
tions that compete for the contributor’s atten-
tion. Extraneous instructions regarding the
routing of forms, tallying contributions, etc.
which are primarily for keymen should be
avoided. The leaflet, the pledge and the payroll
authorization may be combined into a single
pieze or two pieces, perforated or hinged for
separation, if this is deemed desirable.
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CHAPTER 5 27

ELIGIBILITY REQUIREMENTS FOR NATIONAL VOLUNTARY AGENCIES

5.1 PURPOSE. These eligibility require-
ments are established to insure that:

a. Only responsible and worthy voluntary
agencies are permitted to solicit on the
jobin Federal installations.

b. The funds contributed by Federal person-
nel will be used effectively for the an-
nounced purposes of the soliciting agency,
and

¢, All recognized national agencies have field
organizations capable of participating
equitably in the joint campaign arrange-
ments required by the Federal program.

52 GENERAL REQUIREMENTS

21 Type of Agency. Only nonprofit, tax-
exempt agencies having specific functions in
the fields of health, welfare or recreational serv-
ices, or in the provision of international services
consistent with the policies of the U.S. Gov-
ernment may be approved. Agencies which are
supported primarily through united funds and
community chests will not be recognized for par-
ticipation in independent or joint campaigns
except with respect to nonfederated communi-
ties and the overseas area.

22 Integrity of Operations. Only agencies
having a high degree of integrity and respon-
sibility in the conduct of their affairs will be
approved. Funds contributed to such organi-
zations by Federal personnel must be used effec-
tively for the announced purposes of the agency,

23  Awoidance of Competition. To avoid so-
licitation competition, approval will not be
granted to more than one national health agency
within a single field which deals with physical
handicap or disease.

24 National Scope. The agency must demon-
strate that:

a. It is organized on a national scale with a

national association which is representa-
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tive of its constituent parts and which,
through its board of directors, exercises
close supervision over the operations and
fund-raising policy of its local chapters
or affiliates.

b. It has earned good will and acceptability
throughout the United States, particularly
in cities or communities within which or
nearby are Federal offices or installations
with large numbers of personnel.

¢c. It has enough fund-raising representatives
at decentralized locations to be able to
enter into full participation with a group
of agencies in the conduct of local cam-
paigns throughout the United States.

d. If a national health agency, it has a well-
defined national program involving re
search, education, and community services
with sufficiently developed local chapter
or affiliate coverage to implement its na-
tional program in cities or communities
within which or nearby are Federal offices
or installations with large numbers of
personnel.

25 Type of Campaign. Approval will be
granted only for fund-raising campaigns in
support of current operations. Capital fund
campaigns are not authorized. Agencies must
observe the policy and procedural recuire-
ments for fund raising in the Federal service.

5.3 SPECIFIC REQUIREMENTS

.31 Program. An active and necessary pro-
gram with particular regard to the welfare of
the public and the persons served; evidence of
consultation and cooperation with established
agencies in the same or related fields; and effi-
cient operations.

.32 Volunteer Conirol. Direction of the or-
ganization by an active, voluntary board of
directors which serves without compensation,
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28 CHAPTER 5—ELIGIBILITY REQUIREMENTS FOR NATIONAL AGENCIES

holds regular meetings, and exercises effective
administrative control. ‘

A3 Finances. Maintenance of a finaneial sys-
tem which includes accounting procedures ac-
ceptable to an independent certified public
accountant and conduct of fiscal operations in
accordance with a detailed annual budget, pre-
pared and approved at the beginning of the
year by the hoard of directors with prior au-
thorization by the board of-any significant vari-
ations from the approved budget.

B4 Iund-Raising Practice. Publicity and pro-
motional activities based upon the actual pro-
gram and operations of the agency; protection
afforded against nnanthorvized use of agency
contributors’ lists; no payment of commissions
for fund-raising; no mailing of unordered tick-
ets or commercial merchandise with a request
for money in return; and no general telephone
solicitation of the public.

35 Nondiscrimination. A policy and practice
cof racial nondiscrimination applicable to per-
sons served by the agency, to agency staff
employment and to membership on the agency’s
governing hoard, as prescribed in Chapter 7.

36 Annual Report. Preparation of an annual
report to the general public which includes a
full deseription of the agency’s activities and

the names of chief administrative personnel.

37 Financial FReports. Preparation of an
annual finaneial report to the general pub-
lic in accordance with the Standards of
Accounting and Finaucial Reporting for Volun-
tary Health and Welfare Organizations (de-
veloped by the National Health Council and
National Assembly for Secial Policy and De-
velopment) and cextification of such report by
an independent certified public accountant.

38 Source of Funds and Costs Nleport. Filing
of special report with Chairman of the Civil
Service Commission which discloses the agency’s
sources of funds, fund-raising expense, and use

of net funds in its most recent fiscal year,

5.4 APPLICATION REQUIREMENTS

41 Ewemptions. The American National Red
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Cross and Joeal community chests or united
funds which are members in good standing of,
or ave recognized Ly, the United Community
IFunds and Councils of Americn, Inc. nre
exempt from these application requirements
except  for the nondiscrimination require-
ments of paragraph 5.46h and except as follows
in connection with the financial reporting re-
quirements of paragraph 5.46k. The United
Community Funds and Couneils of America as
a national organization must conform in their
financial reporting to the Standards of Account-
ing and Finaneial Reporting for Voluntary
Health and Welfare Organizations. All reports
received by UCFCA from local united commu-
nity funds and councils shall be made in accord-
ance with these Standards, In addition, by Jan-
uary 31 of each year, UCFCA will report to the
Chairman of the Civil Service Commission on
the extent to which the financial reporting and
accounting practices of local funds and chests
are in accord with the Standards.

A2 Annual Applications. Tobe considered for
solicitation privileges in domestic or overseas
campaigns in the Federal service, each national
voluntary agency mnst file  application
annualy.

43 Time and Place of Filing. Application is
filed with the Office of the Chairman, U.S.
Civil Service Commission, Washington, D.C.
20415, and must be postmarked on or before
e February 1. Applicants are urged to file as
early as possible. i

4t Fligibility  Deeisions. Decisions  as  to
eligibility are made by the Chairman, with the
assistance  of an  eligibility committee of
governent officials and employee organization
leaders, and are based upon the information
filed with the ageney’s application and other
sources such as reports of the National Infor-
mation Bureau.

45 Notice of Decision. Applicants are noti-
fied of the decisions on their applications ap-
proximately one month after filing.
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CHAPTER 5—ELIGIBILITY REQUIREMENTS FOR NATIONAL AGENCIES 29

A8 Form and Content of Application. Ap-

plications shall be filed in the following form,

with the information, documents and data
specified :

a. CGorporate Names and Fiseal Year.

. Origing Purpose and Structure of Organi-
zation. Furnish  information to show
agency meets the General Requirements
stated in section 5.2. Applications limited
to overseas campaign privileges only will
be considered under modified require-
ments for paragraphs 5,24 ¢ and d.

c. Chapters, Afffliates or Representatives,
Furnish a list of chapters, affiliates or rep-
resentatives arranged in alphabetical order
by state and, under the state, by cities
with' chapter, afliliate or representative by
names and addresses. Tf application is for
renewal of recognition currently in force
a copy of the prior year’s listing updated
by pen and ink changes is acceptable.

d. Program (sec. 5.31). Outline the program.
List the names of other national voluntary
agencies ‘which offer similar services cov-
ering the whole or a part of the same field
of activity and state past and current re-
lationships with such agencies.

Volunteer Control (xec. 532}, Describe

board of directors’ administrative activity

in past year and list board members’
names, addresses and businesses or profes-
sions.

f. Finances (sec. 5.33). Furnish certification
by an independent certified public account-
ant of compliance with an acceptable finan-
cial system.

g. Fund-Ralsing Practice (sec. 5.34). State
compliance with nll factors.

h. Nondiscrimination. Furish written assur-
ance of racial nondiscrimination as pre-
scribed by Chapter 7, If applicant has

e
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filed satizfactory nondiserimination assur-
ance and has maintained such nondiserim-
inatory policy or practice without sub-
stantial change, further assurance is not
required in applications for renewal of
recognition.

i. Annual Report (sec. 5.36). Furnish copy of
latest annual report.

j- Financial Reports {sec. 5.37). Furnish copy
of latest financiat report.

k. Source of Funds and Costs Lleport (sce.
5.38). Furnish a special report with the
Chairman of the Civil Service Commission
consistent with the reporting requirements
of the Standards referred to in section 5.37
which discloses the agency’s sources of
funds, expenditures by program service
and supporting services, separately identi-
fying fund-raistng and other expendi-
tures, The report must cover the most
recent fiscal year and represent a consoli-
dated statement of national and affilinte
income and expenditures. The amount of
contributions received from united funds
or community chests, from Federal service
ampaigns, and the total from other
sources must be separately identified and
shown as a percent of total contributions.
Report should be furnished in accordance
with the format shown in Appendix C.

5.0 PUBLIC ANNOUNCEMENT OF REC-
OGNIZED AGENCIES AND ASSIGNED
PERIODS. The Chairman of the Civil Serv-
ice Commission issues a bulletin in the spring of
each year to anmnounce the names of all volun-
tary agencies recognized for the ensuing fiseal
year and to specify the periods assigned for
their solicitations within the Federal service.
The annual fund-raising bulletin is included in
the APPENDIX.
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Agriculture
*Joseph M, Robertson
American Battle Monuments Commission
Harvey E. Conway
Atomic Energy Commission
*John V. Vinciguerra
Board of Governors, Federal Reserve System
John J. Hurt
Bureau of the Budget
*Mry, Velina Baldwin
Central Intelligence Agency
Robert 8. Wattles
Civil Aeronauties Board
John W. Dregge
Jivil SBervice Commission
David ¥, Willinms
Cominerce
Larcy A, Jobe
Council of Economlic Advisers
Charles B. Warden, Jr.
Department of Defense
Office of the Secretary
*Everett L. Butler
Depariment of the Army
*James T. Bedsole
*Lt. Col. Henry Morse
Depurtment of the Navy
*Mrs. Mury Miller
*Lt. Ciadr. K. J. MeGuire, USN
Departmeoent of the Afr Force
*Johu A. Lang, Jr.
“Lt. Col. H, Allan Davis, Jr.
Emergency Preparedness Office of
William B. Rice
Export-Import Bank
John I¢. Crown
Farm Credit Adininistration
Jon I, Greeneisen
Federal Communicativns Commission
Ben B, Waple
Federal Deposit Insurance Corporation
Floyd E. Tift
i*ederal Howe Loan Bank Board
Charles M. Dulin
Federal Medintion & Councilintion Service
Juck R. George
Federal Power Commission
W, N, Camplell

*Also member of Fund-Ralsiug Policy Committee,
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AGENCY FUND-RAISING PROGRAM COORDINATORS

Federal Trade Commission
John A, Delaney

Foreign Claims Settlement Commission
Marion J. Coltrin

General Accounting Qffice
*Herschel J. Simmonk

General Services Adwinistration
*James . Hargrove

Government Printing Office
Virgil W. P'otts

Health, Education, and Welfare
“Bernard Sisco

Housing and Urban Development
*Lewls K. Williams

Interior
*George E. Robinson

Interstate Comuterce Commission
Bernard F. 8chmid

Justice
John W, Adler

Labwor
Leo R. Werts

Library of Congress
Klizabeth W. Ridley

National Aeronautics and Space Administration
Charles G. Haynes

National (Capital Housing Authority
Donald P. Libera

National Capital Planming Commission
Wilmer C. Dutton, Jr.

National Capital Transportation Agency
J. Neal Tomey

National Labor Relationa Board
Daniel E. Matthews

Nationul Mediation Board
Thomas A, Tracy

National Science Foundation
*Calvin Jones

Panamna Canal Company
*Col. R. 8. Hartline

Post Office
*Kenneth A. Housman

Railroad Retirement Board
Howard W, Habermeyer

Renegotiation Board

Harold E. Stone

ecurities and Exchange Conmmlssion

William E. Becker

lective Service System

t. (Gen, Lewis B, Hershey, USA
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APPENDIX A

Small Business Administration
Robert H. West

Smithsontan Institution
E. L. Roy

Soldiers’ Home
Brig. Gen. T. R. Stoughton

State
Idar Rimestad

Subversive Actlvities Control Board
Charles F. Dirlam

‘Tariff Commission
Donn N. Bent

Tax Court of the United States
0. W. Schoenfelder

Tennessee Valley Authority
*John E. Massey

Transportation
*Alan L, Desan

Treasury
*Paunl McDonald

U.8. Information Agency
Lloyd Wright

Veterans Administration
*Dr. Charles P. Henke

Seefootnote on preceding page.

EMPLOYEE ORGANIZATION MEMBERS OF
FUND-RAISING POLICY COMMITTEE

American Federation of Government. Employees
Government Employee’s Council (AFL-CIO) -

International Association of Machinists and Aerospace
‘Workers

National Alliance of Postal Employees

National Assoclation of Internal Beven'ue Emp]oyées
National Association of Letter Garrleré

National Federation of Federal Employees

National Postal Union

United Federation of Postal Clerks
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Mr. John F. Griner
President

Mr. John A. MeCart
Operations Director

Mr. William H. Ryan

National Coordinator, Government BEmployees De-

partment

Mr. Charles Braxton
Administrative Assistant

Mr. George A, Bursach
Executive Secretary-Treasurer

Mr. James H, Rademacher
President

Mr. Nathan T. Wolkomir
President
Mr. David Siivergleid
President

Mr. Francis 8. Filbey
President
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APPENDIX B 45

FIELD COORDINATING GROUPS

The jurisdiction of local Federal coordinating groups
ordinarily coincides with the cawpaign area of the
iccal united fund or community chest. At some loca-
tion#, coordination extends over a wider aren, The
designation (CFC) after place naes indicates loca-
tions where a Combined Federal Campaign was held in
fall 19GK. :

ALABAMA
Anniston (CFC)
Chairman, Fund-Raising

Committee
Headquarters, 11.8. Army School/Training Center
Fort McClellan, Ala. 36201
Attn: Lt. Col. G. B. Barrett, Conuptroller
Rirmingham (CFC)

Mr. Randolph Mobbs, President
Federal Executives Association
Preasury Department

2225 Third Avenue North
Birmingham, Ala, 35203
Huntsville (CFC)

Mr, Robert A. Malone, Chnirwan
Fund-Italking Prograo Coordinating Comuwdttee
1.8, Army Missile Command
AMBMI-Xi3, Building 5250
Redstone Arsenal, Ala. 35808
Mobile

Mr. Martin J. Johnzon, President
Federal Executives Association
Socinl Security Administration
218 8t. Francls Street

P.O. Box 1150

Mobile, Ala. 36601

Montgowmery

Mr. Alexander Susha, President
Mountgomery Azgociation of Federal Administrators
Bureau of Public Roads

441 High Street

Moutgomery, Ala. 36104

Program  Coordinating

Musecle Shoals

Mr. Sidner Painter, Chairman

Fund-Ralsing Program Coordinating Committee
Tennessee Villey Authority

Muscle Shoals, Ala. 35600
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.-\LAIfAMA'-WCOHtinu(?d
selne
I.t. Colonel K. Wayne Claybaugh, Chairman
Fund-Raising Program Coordinating Comm:ittee
Headguarters 3615th IMlot Training Wing (ATC)
Craig Air Force'Bage, Ala, 36701

Tuscalooss (CFC)

Mr, Chexley R. Johnsot, Jr., Chairman
Fund-Ruizing I'rogram Coordinating Committee
Veterans Administration Hospital

Tuscaloosa, Ala, 35404

ALASKA
Anehorage (CFC)
Colonel Alfred Johuson, Chairman .
Fund-Raising Program Cocordinating Committes
Headgquarters 21st Air Base Group (AAC)
Elmendorf Air Force Base '
APO Seattle, Wash, 98742

Fairtanks (CFC)

Lt. Colonel Ronald J. Rose, Chairiaan
Fund-Raising I'rogram Coordinating Committee
USARL Yukon Command and Fort Wainwright
APO Seattle, Wash. 98731 ’
Kodiak

Captain James Spargo, Chairman .

Fund-Raisibg Program Coordinating Comnmittee
1.8, Naval Station, Kodiak

F1'(» Seattle, Wash. 98970

ARIZONA

Flagstaff (CFC)

Mr. Ward Olson, Chairman

Fund-Ralsing Program Coordinating Committee
Navajo Army Depot

Flagstaff, Ariz. 86001

Phocniz (CFC)

Mr. Robert L. Jarratt, President
Iheenix Federal Executive Association
Imuigration and Naturalization Service
Room 2422, Federal Building

I'hoenix, Ariz. 85025
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ARIZON A—Continned
Prescott
Mr. W. E. Berry, Chairman
Fund-Raising Program Coordinating Committee
Veterans Administration Center
Prescott, Ariz. 86501

Tucson

Lt. Colonel S8amue) J. Thomas, Chairman
Fund-Raising Program Coordinating Committee
Headquarters, 802d Combat Support Group (SAC)
Davis-Monthan Air Force Base, Ariz. 85707

Yuma (CKFC)

Mr. Bruce E. Vaughan, Chairman

Fund-Raising Program Coordinating Committee
Management Sclence Data

Yuma Proving Ground

Yuma, Ariz. 85364

ARKANBAB
Blytheville (CFC)

Captain W. M. McGuire, Chairman

Fund-Raising Program Coordinating Committee
Headqguarters 97th Combat Support Group (8AC)
Blytheville Air Force Base, Ark. 72315

Idttle Rock (CFCQC)

Mr. Herbert R. Louks, President

Little Rock Federal Executive Association
Social Security Administration

1425 Federal Cfice Building

Little Rock, Ark. 72201

Pine Bluff (CFC)

Mr. C. J. Maupin, Chairman

Fund-Raising Program Coordinating Committee
Pine Bluff Arsenal

Pine Bluff, Ark. 716801

CALIFORNIA
Bakersfleld (CFC)
Mr. George Chartrand, President
Bakersfleld Federal Executive Assoviation
Internal Revenue Hervice
800 Truxtum Avenue, Room 120
Bakersfield, Calif, 93301

Barstow (CFC)

Brig. General J. E. Herbold, Jr., Chairman
Fund-Relsing Pregram Coordinating Committee
Marine Corps Supply Center

Barstow, Calif. 82313

Carona (CFC)

Mr. Marvin L. Guthrie, Chairman

Fund-Raising Program Coordinating Committee
Office Services Division (Code 22)

U.8. Naval Ordnance Laboratory

Corona, Calif. 81720
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CALIFORNIA—Continued
Fregno (CFC)
Mr. Norman H. Speck, Chairman
Fund-Raising Program Coordinating Committee
Immigration and Naturalization Service
1130 “0” Street
Fresno, Calif, 93721

Indian Wells Valley (CFQ)

Mr, Jameg H. MeGlothlin, Chairman
Fund-Raising Program Coordinating Committee
U.8, Naval Ordnance Test Station

China Lake, Calif. 96103

Los Angeles (CFC)

Mr. H. Mort Webater, Chairman

Los Angeles Federal Executive Board

Veterans Administration Regional Office

1380 8. Sepulveda Blvd.

Los Angeles, Calif. 80025

Marysville-Yuba City (CFC)

Major H. H. Patrick, Chairman

Fund-Raising Program Coordinating Committee

Headguarters 456th Strategic Aerospace Divigion
(BAC)

Beale Alr Force Base, Calif. 95903

Aerced (CFO)

Lt. Colenel Joseph W. Norrbohm, Chairman
Fund-Raising Program Coordinating Commitiee
P.0. Box 2421

Castle Air Force Base, Calif. 85340

Redding (CFC)

Mr. Felix Dashen, Chairman

Fund-Raislng Program Coordinating Committee
Shasta Field Division

Bureau of Reclamation

Redding, Calif. 88001

Sacramento (CFC)

Mr. R. 8chnapp, Chairman

Fund-Raising Program Coordinating Committee
Sacramento Alr Materiel Area

McClellan Air Force Bape

S8acramento, Calif. 85652

San Bernardine (CFC)

Colonel Oliver W. Lewls, Chairman

Fund-Raising Program Coordinating Committee
68d Air Base Group

Norton Air Force Basge

8an Bernardino, Calif. 92409

San Diego (CFC)

Rear Admiral Marshall E. Dornin, Chairman
Fund-Raising Program Coordinating Committee

11th Naval District
San Diego, Callf. 92130
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CavirorN1A—Continued
San Francisco (CFC)
Mr. Robert B. Strauss, Chairman
San Francisco Federal Executive Board
Small Business Administration
450 Golden Gate—Box 36044
San Francisco, Calif. 94120

San Jose (CFC)

Captain H, E. Sorenson, Chairman

Fund-Raising Program Coordinating Committee
U.8, Naval Air Station

Moffett Fieid

San Jose, Calif. 94035

Santa Ana (CFC)

General W, G, Thrash, Chairman

Fund-Raising Program Coordinating Committee
U.8. Marine Corps Air Station (El Toro)
Santa Ana, Calif. 92709

Sante Barbara

Mr. 8. J. Henriksen
Postmaster

United States Post Office
Santa Barbara, Calif. 03102

Santa Maria (CFC)

Cotonel Earle E. Sweetland, Chairman
Fund-Raising Program Coordinating Committee
4392d Aero Space Support Group (SAC)
Vandenberg Air Force Base, Calif. 93437

Twentynine Palms (CFC)

Lt. Colonel J. A. Mallery, Chalrman

Fund-Raising Program Coordinating Committee
U.8. Marine Corps Base

Twentynine Palms, Calif. 92278

Tallejo (CF(C)

Mr, Louis Burgelin, Chalrman

Fund-Ralsing Program Coordinating Committee
San Francisco Bay Naval Shipyard Code M130A
Vallejo, Calif. 94592

Venlura (CFQ)

Rear Admiral Marshall W. White, Chairman
Fund-Raising Program Coordinating Committee
Pacific Missile Range

Code 0

Pt. Mugu, Calif. 93041

CoLoRADPO
Colorado Springs (CFC)
Chairman, Fund-Raising Program Coordinating Com-
mittee
Commanding General
ath Infantry Division
Fort Carson, Colo. 80913
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CoLorapa—Continued
Denver (CFC)
Dr. William T. Van Orman, Chairman
Denver Federal Executive Board
Department of Health, Education, and Welfare
Room 9017, Federal Building
Denver, Colo. 80202

Mesa County (CFC)

Mr, Ernest R. Leinberger, Chairman
Fund-Raising Program Coordinating Committee
Social Security Administration

I’.0. Box 2607

Grand Junction, Colo. 81501

Pueblo (CFC)

Mr. Robert W. Rush, Chairman

Fund-Raising Programing Coordinating Committee
Pubelo Army Depot

Pueblo, Colo. 81001

CoNNECTICUT
Hartford (CFC)
Mr. A. Raymond Boudreau, Chairman
Fund-Ralsing Program Coeordinating Committee
Civil Service Commission
450 Main Street
Hartford, Conn. 06103

New Haven {CFC)

Mr. Frank Lattanzi, Chalrman

Fund-Reising Program Coordinating Committee
U.8. Post Office

New Haven, Conn. 06501

Ncw London-Groton-Norwich (CFC)

Captain A. R, Christiansen, Chairman
Fund-Raising Program Coordinating Committee
1.8, Naval Submarine Base, New London
Groton, Conn. 06342

DELAWARE
Dover (CFC)
Colonel Harry M. Cdren, Chairman
Fund-Raising Program Coordinating Committee
Dover Alr Force Base
Daover, Del. 19901

FLoripA
Cape Eennedy (CFC)
Mrs. Mary B. Fouraker, President
Canaveral Pedoral Management Assoclation
Department of the Air Force
P.0. Box 4888
Patrick Air Force Base, Fla. 32925 '
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. FroripaA—Continued
Jacksonville (CFC)
Mr. A. J. O'Donnell, Jr., President .
Federal Executive Association
Internal Revenue Bervice
Room 736, Federal Office Building
Jacksonville, Fla. 32202

Key West (CFC)

Captain John D). Shea, Jr., Chairman
Fund-Raising Program Coordinating Committee
U.8. Naval Station A
Key West, Fla. 33040

Migmi (CFC)

Mr. James H. Stover, Chairman

Greater Mlaml Federal Executive Council
Burean of Customs .

Room 1604, Federal Office Building

Miami, Fla. 33130

Milton (CFC)

Captain C. H. 8igley, Chajirman

Fund-Raising Program Coordinating Committee
Naval Alr Station

‘Whiting Field

Milton, Fla. 32570

Okaloosa County (CFC)

Colonel Thornton C. Peck, Chairman
Fund-Raising Program Coordinating Committee
Commander ‘
Headguarters 3201st Afr Base Group (AFSQ)
Bglin Aif Force Base, Fla. 32542

Oriando

Mrs. Winifred M. Scott, President

Central Florida Federal Management Association
Naval Research Laboratory

P.O. Box 8837

Orlando, Fla. 32

Pensacola (CFC) :

Rear Admiral Dick H. Guinn, Chairman
Fund-Raising Program Ccordinating Committee
Chief of Naval Air Basic Training

U.8. Naval Air Station

Pensacola, Fla. 32508

‘Tampq
Mr. Gerald E. Cooper, President

Tampa Bay Area Association of Federal Administrators

General Services Administration
500 Zack Street
Tampa, Fla. 33602

GEORGIA
Albany o
Major Roger L. Shafer, Chairman
Fund-Ralsing Program Coordinating Committee

Marine Corps 8upply Center
Albany, Ga. 31704
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Groreia—Contlinued
Atlanta (CFC)
Mr. James Rogers, Chalrman
Atlanta Federal Execuative Board
Federal Aviation Administration
P.O. Box 20636
Atlanta, Ga. 30300

Augusta

Colenel Joe M. Sanders, Chairman

Furnd-Raising Program Coordinating Committee
U.S. Army 8chool /Training Center

Fort Gordon, Ga. 30905

Branaswick (CFC)

Captain Chester H, Dorchester, Chairman
Fund-Raising Program Coordinating Committee
U.S. Naval Air Station

Glynco, Ga. 315623

Macon (CFC)

Colonel Joseph E. Cahill, Chairman
Fund-Raising Program Coordinating Committee
\Warner Robins Air Material Area

Robins Alr Force Base, Ga. 31409

Savanneh-Fort Stewart (CFC)
Commanding General

U.8. Army Flight Training Center
Fort Setwart

Hunter Army Airfield, Ga. 31400

Valdosia

Colonel Clarence 8, Parker, Chairman
Fund-Raising Program Coordinating Committee
Hg. 3550th Pilot Training Wing (ATC)

Moody Alr Force Base, Ga. 31601

Hawan
Honelulu (CKFC)
Rear Admiral Benjamin F. Engel, Chairman
Honolulu Federal Executive Board
14th Coast Guard District
677 Ala Moana
Honoluly, Hawali 96813

IpaHO
Boise (CFC)
Mr. Harold T. Nelson, President
Boise Federal Executive Council
Bureau of Reclamation
550 West Fort Street
Boise, Idaho 83707

Ideho Faills (CFC)

Mr. John F., Kaufmann, Chairman

Fund-Raising Program Coordinating Committee
U.8, Atomic Energy Commission

P.0O. Box 2108

-Idaho Falls, Idabo 83401
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ILLINOIS .
Champaign
Mr. Eldon B. Colegrove, Chairman
Fund-Raising Program Coordinating Committee
Farmers Home Administration
Federal Building No. 14
Champaign, Ill. 61820
Chicago (CFC)
Mr. Fred B, Farrell, Chairman
Chicago Federal Executive Board
Federal Highway Adniinistration
18208 Pixie Highway
Homewdgod, T11. 60430

Danville (CFC)

Mr. Charles E. Williamson, President

Danville Council of Federal Agencies

U.8, Department of Agriculture

230 West Main Street

Danville, I11, 61832

fircat Lakes (CFC)

Captain M. M. Gantar, Chairman

Fund-Raising Program Coordinating Committee

UU.8. Naval Training Center

Great Lakes, 111. 60088

Joliet

Mr. H. L. Dean, Chairman

Fund-Raising Program Coordinating Committee

U.8S. Army Ammunition Procurement and Supply
Agency

Joliet, I1, 604368

Rock Island (CFC)

Mr. Harold Sedret, Chairman

Fund-Ralsing Program Coordinating Cemnittee

Rock Island Arsenal

Rock Island, Ill. 61201

Springficld (CFC)

Mr. Jay G. Philpott, Chairman

Fund-Raising I'rogram Coordinating Committee
Internal Revenue Service

P.C. Box 1408

Springfield, I11. 82703

INDIANA

Crane (CFC)

Commanding Officer

Naval Ammunition Depot

Crune, Ind. 47522

Fort Wayne

Mr. Eugene J. Gabriel, Chairman

Fund-Raising Program Coordinating Committee
5.8, Post Office

Fort Wayne, Ind. 46802

OCTOBER 1969

INDIANA-—Continued
Indianapolis

Mr. J. Douglas Heckle, President
Indianapolis Council of Federal Agencies
Social Security Administration

2000 North Meridian Street
Indianapolis, Ind. 46202

Peru (CFC)

Colonel John L. Yignetti, Chairman

Fund-Raising I'rogram Coordinating Committee
Headquarters 305th Combat Support Group (SAC)
Grissom Alr Force Base, Ind. 46070

Towa

Des Moines

Mr. Walter Ferguson, President

Federal Executive Council

Agricnltural Stabilization and Coenservation Service
Room 931, Federal Office Bldg.

Des Moines, Iowa 50309

Nioux City

Mr. Daniel K. Murphy, Chairman

Fund-Raising Program Coordinating Cemmittee
.8, I'ost Office

Sioux City, Iowa 51101

KANBAS

Hort Riley (CFC) -

Chairman, Fund-Raising I'rogram Coordinating Com-
mittee

Headguarters, Fort Riley

Attn; ALRGP-PSD

Fort Riley, Kans. 66442

Leavenworth (CFC)

Colonel PPaul M. Morrill, Chairman
Fund-Raising Program Coordinating Committee
Assistant Chief of Staff G-1

Fort Leavenworth, Kans. 66027

Topeka (CKFC)

Mr. Ernest A. Kjorlie, President
Topeka Federal Business Association
VA Hospital

Topeka, Kans. 66601

Wichite (CFQ)

Mr. Warren P. Hurst, Preaident
Federal Executives Association
Federal Aviation Administration
Municipgl Airport

Wichita, Kans. 67200
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KENTUCKY
Lezington
Mr. G. R, Zarrett, Chairman
Fund-Raising Program Coordinating Committee
Lexington-Blue Grass Army Depot
Lexington, Ky. 40507

Louisville (CFC)

Mr. Icen E, Wilson, President
Federal Executives Assoclation
Bocial Security Administration
620 South 5th Street

Louisville, Ky. 40202

LOUIBIANA
Alexandria (CFC)
Mr. Ellie L. Walton, President
Rapides Parish Federal Executive Association
Federal Aviation Administration
1908 AFCS Squadron
England Air Force Base
Alexandria, La. 71301

New Orleans

Mr. Alexander P. MacLachlan, President
Federal Executives Association
Department of Agriculture

Wirth Bldg., 120 Marais Street

New Orleans, La. 70112

Shreveport-Bossier City {CFC)

Colonel Ira M. Stepp, President

Federal Executive Association

Headquarters 2d Combat Support Group (8AC)
Barksdale Air Force Base, La. 71110

MAINE

Augusta (CFC)

Mr. Harry V. Flussi, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Center

Togus, Main 04333

Limestons

Colonel Robert G. Woda, Chairman

Fund-Raising Program Coordinating Committee
42d Combat Support Group (SAC)

Loring Air Force Base, Main 04750

MARYLAND

Ruinbridge-Perry Point (CFC)

Captain H. D. Durham, USN, Chairman
Fund-Raising Program Coordinating Committee
U.8. Naval Training Center

Bainbridge, Md. 21905

FEDERAL FUND-RAISING MANUAL

MaryLaxp—Continued
Baltimore (CFC)
Mr, Rufus Wilson, President
Federal Executive Association of Maryland
Veterans Administration Regional Office
31 Hopkins Plaza
Baltimore, Md. 21201

Frederick County (CFC)

Mr. Ernest W. Taverner, Chairman

Fund-Raising Program Coordinating Committee
Building 8§20, Ford Detrick

Frederick, Md. 21701

Charles County (CFC)

Mr. P. Foster, Chairman

Fund-Raising Program Coordinating Committee
Naval Ordinance Station

Indian Head, Md. 20640

Lerington Park (CFC)

Captain Leonard P. Graning, Chairman
Fund-Raising Program Coordinating Committee

U.B, Naval Air 8tation
Patuxent River, Md. 20670

MABBACHUBETTS

Barnstable County (CFC)

Colonel Carl W. Bradford, Chairman

Fund-Ralsing Program Coordinating Committee
Headquarters 6518t Combat Support Group (ADC)
Otls Air Force Base, Mass. 02542

Boston (CFQ)

Mr. Albert D. O'Connor, Chairman
Fund-Raiging Committee

Boston Federal Executive Board
Office of Emergency lanning

0ld Marlboro Road

Maynard, Mass. 01754

Brockion (CFC)

Dr. W. Winiek, Chailrman

Fund-Raising Program Coordinating Committee
Veterana Administration Hospital

Brockton, Mass. (2401

Fort Devens (CFC):

Lt. Colonel Sinoff, Chairman

Fund-Raising Program Coordinating Committee
Comptroller, USASA Tralning Center and School
Fort Devens, Mass. (01433

Lawrenoe

Mr. Norman E. Morrill, Chairman

Fund-Raising Program Coordinating Committee
Internal Revenue Service

310 Lowell Street

Andover, Mass. 01812

OCTOBER 1949


SimS
Pencil

SimS
Pencil


APPENDIX B

51

MassacHUBETTE—Continued
Springfield-Chicopee-Holyoke (CFC)

Colonel Roy J. Sousley, Chairman

Fond-Ralsing Program Coordinating Committee
Headquarters 814th Combat Support Group (SAC)
Westover Alr Force Base, Mass. 01022

Worcester (CFC)

Mr. John B. Howarth, Chairman

Fund-Raiging Program Coeordinating Committee
Postmaster :
Worcester, Mass, 01661

MICHIGAN

Ann Arbor

Mr. Robert 8. Via, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

2215 Fuller Road

Ann Arbor, Mich. 48106

Batile Creek

Dr. James E. Baker, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Battle Creek, Mich. 49016

Detroit

Mr. Jerome H. Brooks, President

Federal Executives Association of Metropolitan Detroit
National Labor Relations Board

500 Book Building

Detroit, Mich, 48228

Gwinn

Cheirman, Fund-Raising Program Coordinating
Committee

Headquerters 410th Bombardment Wing (8AC)

K. I. 8awyer Air Force Base, Mich. 40842

MINNESOTA
Minneapolis-8t. Paul (CFC, Minneapolis)

Mr. John Wenn, Jr., Chairman
Minneapolis-8t. Paul FEB
Department of Agriculture
68400 France Avenue South
Minneapolis, Minn. 55435

8t. Cloud (CFC)

Mr. L. J. 8paniol, Chairman

Fund-Ralsing Program Coordinating Committee
Postmaster

8t. Cloud, Minn, 56301
OCTOBER 1969
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MIissI88IPPI
Rilozi-Gulfport-Pascagoula {CFC)
Mr. Cecil Dubussion, President
Migsissippl Coast Assoclation of Federal Adminisira-
tors
Postmaster
300 Jeft Davis Avenue
Long Beach, Miss. 39560

Columbus (CFC)

Colonel Edward M. Jones, Chairman

Fund-Raising Program Coordinating Committee
Headquarters 454th Combat Support Group (SAC)
Columbus Air Force Base, Miss, 39705

Jackson

Mr. T.B. Fatherree, President

Jackson Federal Executives Association
Farmers Home Administration

400 Milner Bldg.

Jackson, Miss, 30201

MissoURL

Kanasas City

Mr. Robert L. Larson, Chairman
Kansas City Federal Executive Board
Treasury Department

P.0. Box 2500 .

Kansas City, Mo. 64142

8¢ Louis

Col. Charles E. Hoskin 111, Chairman
8t, Louis Federal Executive Board
Granite City Army Depot

Granite City, Iil. 62040

Redalic (CFC)

Colonel Anthony W. Mobaco, Jr., Chairman
Fund-Raising Program Coordinating Committee
Headquarters 351st Combat Support Group (8AC)
Whiteman Air Force Base, Mo, 65303

Bpringtield

Dr, Pasquale J. Ciccone, Chairman

Fund-Raising Program Ccordinating Commi_ttee
Medical Center for Federal Prisoners

Springfield, Mo, 85802

MONTANA

Billings

Mr. Carl Peters, President

Billings Federa! Executive Association
I'ostmaster

Post Office Bldg.

Billings, Mont. 58103
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MoNTANA—Continuved

Cazcade County (CFC)

Lt. Colonel Shier, Chairman

Fund-Raising Program- Coordinating Committee
341st Combat Support Group (BCR)

Malmstrom Air Force Base, Mont. 59402

Helena (CFC)

Mr, Nelson L. Seeley, Chairman ‘
Fund-Raising Program Coordinating Committee
Internal Revenue Service

P.0. Box 1177

Helena, Mont. 58601

Missoula

Mr. Paul E. Prety, President

Federal Business Association

U.8. Forest Service (Lolo National Forest)
2801 Russell

Missoula, Mont. 59801

NEBRASKA

Lincoln (CFC)

Mr. Keaneth P. Lewis, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

Lincoln, Nebr, 68600

Omaha (CFC)

Col. William H. McKenzie, III, President
Federal Business Assoclation

U.S. Army Corps of Engineers

6012 U.8. Post Office and Court House
Omaha, Nebr. 68102

. NEVADA
Las Vegas (CFC)
Colonel Donovan L, McCance, Chairman
Fund-Railsing Program Coordinating Committee
Headquarters, 4520th U.8, Air Force Hospital {(TAC)
Nellis Air Force Base, Nev, 89110

Reno (CFC)

Mr. M. E. Lewis, President

Reno Area Federal Executives Council
Postmaster

U.8. Post Office

Reno, Nev, 89502

NEw HAMPSHIRE
Purtsmouth (CFQ)
Mr. F. W. Perking, Chairman
Fund-Raising Program Coordinating Committee
Code 163
Portsmouth Naval Shipyard
Portsmouth, N.H. 03804

FEDERAL FUND-RAISING MANUAL

NEwW JERSEY
Atlantic City (CFC)

Mr. Jack G. Webb, Chairman

Fund-Raising Program Coordinating Committee
National Aviation Facllities Experimental Center
Atlantic City N.J. 08405

Hayonne (CFC)

Major Ronald M. Matthews, Chairman
Fund-Raising Program Coordinating Committee
Military Ocean Terminal

Bayonne, N.J. 07002

Burlington County (CFC)

Major General K. W, Collins, Chalrman
Fund-Raising Program Coordinating Committee
Headguarters, U.8, Army Training Center, Infantry
Fort Dix, N.J. 08640

-Dover (CFC)

Colonel Roger Ray, Chairman

Fund-Ralsing Program Coordinating Committee
Pjcatinny Arsenal

Dover, N.J. 07801

Jersey City

Mr. Louis DiBello, Chairman

Fund-Raising Program Coordinating Committee
Main Post Oftice, Room 201

Jersey City, N.J. 07308

Lakehurst (CFC)

Captain J. 8. Roth, Chairinan

Fund-Raising Program Coordinating Committee
U.8. Naval Air Station

Lakehurst, N.J. 08733

Lyons (CFC)

Dr, 8. T. Ginsberg, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Lyons, N.J. 07939

Monmonth County (CFC)

Major General W. B. Latta, Chairman
Fund-Raising Program Coordinating Committee
U.8. Army Electronics Command

Fort Monmouth, N.J. 07703

Newark (CFC)

Mr. Roland H. Nash, Jr., President
Federal Executive Association of Northern New Jersey
Internal Revenue Service
970 Broad Street
Newark, N.J. 07102

Paterson

Mr. Joseph Del Guidice, Chairman

Fund-Raising Program Coordinating Committee
1.8, Post Office

112 Wabash Avenue

Paterson, N.J. 07503
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NEw MEXICO

Alamagordo (CHC) ‘

Lt. Colonel Vernon C. Markham, Chairman
Fund-Raising Program Coordinating Committee
Headquarters Alr Force Missile Development Center
Holloman Air Force Base, N. Mex. 88330 .

Albuquerque-Santa Fe (CFC)

Mr. W. M. Coard, President

Albuquerque-Santa Fe Federal Executive Association -
Internal Revenue Service

P.O. Box 1967

Albuguergue, N. Mex. 87108

New YorK

Albany

Mr. Nicholas Stockman, President
Federal Executive Council

Social Security Administration
16 Park Street

Albany, N.Y. 12207

Buffalo

Mr. Myron F. Blakeney, Chairman
Fund-Raising Program Coordinating Cotnmittee
U.8. Post Office

Buffalo, N.Y. 14240

Canandaigua (CFC)

Dr. J.'S. Weltman, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital
Canandaigua, N.Y. 14424

Nazsau-Suffolk County Arca )

Chairman, Fund-Raising Program Coordinating Com-
nittee

Commander, 52d Fighter Wing

Suffolk County Air Force Bage, N.Y. 10001

New York City (CFC)

Mr. Judah Gribetz, Chairman

New York Federal Executive Board
Department of Honsing and Urbau Development
26 Federal Plaza

New York, N.Y. 10001

Platisburgh

Colonel Leonard B. Dysinger, Chairman
Fund-Raising Program Coordinating Committee
Headquarters 380th Strategic Aerospace Wing (8AC)
Plattsburgh Air Force Base, N.Y. 12903

Rochester (CKC) ‘

Mr. John G. Bittner, Chairman

Fund-Raising Program Coordinating Committee
Postmaster

216 Cumberland Street

Rochester, N.Y. 14603

OCTOBER 1969

NEw Yorg—{(ontinized
Rome {CFQC)

Brigadier General Franklin A. Nicholg, Chairmau

Fund-Raising Program Coordinating Committee

Headquarters, Ground Electronics Engineering Instal-
lation Agency (AFLC)

Griffiss Air Force Base, N.Y, 13440

Romulus (CFC)

Lt. Colonel William F. Spicher, Chairman
Fund-Raising Program Coordinating Committee
Seneca Army Depot

Romulus, N.Y. 14541

Nyracuse

Mr, Stanley Wadach, President

Syracuse Federal Executive Association
Internal Revenue Service

306 Hunter Plaza—109 E. Fayette 8t.
Syracuse, N.Y. 13202

NORTH CAROLINA

Asheville (CFC)

Dr. Linus A, Zink, President

Asheville Federal Executive Association
Veterans Administration Hospital
Oteen, N.C, 28805

Charlotte (CFC)

Mr. Jarvis L. Brewer, President
Council of Federal Agencles
Alcohol and Tobacco Tax
R-200-B, BSR Bldg.

316 E. Morehead Street
Charlotte, N.C. 258202

Durkam (CFC)

Mr. Neison A. Jackson, Chairman

Fund-Raiging Program Coordinating Committee
Veterans Administration Hospital

Fulton Street and Erwin Road

Durham, N.C. 27703

Goldsboro
Lt. William H. Heck, Chalrman
Fund-Raising Program Coordinating Committee

Headquarters 4th Tactical Fighter Wing (TAC)
Seymour Johnson Air Force Base, N.C. 27530

Greensgboro

Mr. John O. Taylor, Chairman

Fund-Ralsing Program Coordinating Committee
.8, Post Office

Greensboro, N.C. 27420

Salisbury (CFC)

Dr. H. G. Hockett, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Salisbury, N.C. 28144
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NorTH CAROLINA-—Continued

Wilmingion

Commander H. N. Helgesen, Chairman
Fund-Raising Program Coordinating Committee
OCMI—11.8. Coast Guard

Rood 101, Federal Bldg.

Wilmington, N.C. 28401

NoeTH DAKOTA

Margo-Moorehead, Minn. (CFC)

Mr. Roger B. Phelps, President

Fargo-Moorehead Federal Executives Assoclation
Small Business Administration

207 N, Fifth Street

Fargo, N. Dak, 58102

Grand Forks

Major Lowell B. Parks, Chairman

Fund-Raising Program Coordinating Committee
Fourth Strategic Aerospace Division (BCR)
Grand Forks Air Force Base, N. Dak. 58201

Jumestown

Mr, Elliott Runquist, Chairman i
Fund-Raising Program Coordinating Committee
Postmaster

Jameatown, N. Dak. 58401

Minot

Colonel Enoch E. Broyles

Fund-Reising Program (oordinating Committee
Headquarters 862 BP Combat Support Group
Minot Air Force Base, N. Dak. 68701

OHIO

Akron

Mr. William Duke, Chalrman

Fund-Raislng Program Coordinating Committee
U.8. Post Office

Akron, Ohio 44308

Canton

Mr. Paul J. Marks, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

Canton, Ohlo 44701

Chillicothe

Mr, George J. Trakas, Chairman

Fund-Ralging Program Coordinating Committee
Veterans Administration Hospital

Chillicothe, Ohio 45601

Cinecinnati (CFC)

Mr. Joseph J. Scanlon, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

Cincinnati, Ohio 45202
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Oux10—Continued

Cleveland (CFC)

Captain Kenneth L. Woodfine, Chairman
Fund-Raising Committee, Cleveland FEB
Navy Finance Center

1240 East Ninth Street

Cleveland, Ohio 44100

Columbus

Mr. R. M. Keane, Chairman
Fund-Raising Program Coordinating Committee
Defense Contract Supply Center
Columbus, Ohio 43215

Dayton

Mr. James Illencik, Chairman
Federal Executives Association
Soclal Securtiy Administration
333 W. 1st Street

Dayton, Ohjo 45402

- Newark (OFC)

Mr. EQdward M. LeGendre, Ohairman
Fund-Raising Program Coordinating Committee
2802d Inertial Guidance and Calibration Group
Newark Alr Force Station

Newark, Ohic 43065

Oberlin

Mr. George H. Campbell, Chairman

Fund-Raising Program Coordinating Committee
Federal Aviation Administration

326 E. Lorain Street

Oberlin, Ohlo 44074

Saondusky (CFC)

Mr. Roy Cooley, Chalrman

Fund-Raising Program Coordinating Committee
NABA Lewlis Research Center '
Plum Brook Btation

8andusky, Ohlo 44870

Toledo (OFQ)

Mr. Francis E. Bzollosl, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

435 Bo. 8t. Clair Street

Toledo, Ohlo 43601

Youngstown {CFC)

Mr. Chester W. Bailey, Chalrman

Fund-Raising Program Coordinating Committee

Postmaster
Youngstown, Chio 44501

OKLAHOMA
Altus
Chalrman, Fund-Raising Program Coordinating
Committee

Headquarters 448rd Alr Base Group (G443CBPO-PA)

Altus Air Force Base, Okla. 73523
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OKLAHOMA—Continued
Rartlesville (CFC)

Mr. John 8. Ball, Chairman
Council of Federal Agencies
Petroleum Research Center
P.0. Box 1398

Bartlesville, Okla. 74003

Clinion

Colcenel Robert T. Calhoun, Chairman
Fund-Raising Program Coordinating Committee
Headquarters 70th Bombardment Wing (8AC)
Clinton-Sherman Air Force Base

Burns Flat, Okla. 73634 .

Enid

Captain E. L. Ashley, Chairman

Fund-Raising Program Coordinating Committee
Headquarters 3575th Pilot Training Wing (ATC)
Vance Air Force Base, Okla. 73701

Lawton

Chairman, Fund-Raising Program Coordinating
Committee

Commanding General

Army Artlllery and Missile Center

Attn : AKPRIGP-PS

Fort 8ill, Okla. 73503

Muskogee (CFC)

Mr. Joe W. Anderson, Chairman

Fupd-Railsing Program Coordinating Committee
Veterans Administration Reglonal Office

Second and Court

Muskogee, Okla. 74401

Oklahoma City (CFC)

Colonel Willilam W. Snavely, Chairman
Fund-Raising Program Coordinating Committee
Oklahoma City Air Materjel Area

Tinker Alr Force Base

Oklahoma City, Okla. 73146

Tulse

Mr. John W. Henderson, Chajrman

Fund-Ralsing Program Coordinating Committee
Postmaster

Tulsa, Okla. 74101

OBEGON

Albany (CFQ)

My, Joseph M. Thom, Chairman

Fund-Raising Program Coordinating Committee
Bureau of Mines

P.O. Box 70

Albany, Oreg. 97321
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OreGON—Continued
Bugene (CFQ)
Mr. Frank W, Charnbolm, President
Federal Business Assoclation
Soctal Security Administration
P.G. Box 1337
Eugene, Oreg. 97401

North Bend

Mr. B. Wallace Knight, President

Federal Executive Association of Coos County
Federal Aviation Administration

Municipal Airport

North Bend, Oreg. 97459

Portland (CFC)

Mr. Walter Sakai, President
Portlund Federal Council
U.8. Civil Service Commission
388 Multnomah Bldg.
Portlang, Oreg. 87204

Roseburg (CFC)

Dr. J. A. Doering, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Roseburg, Oreg, 97470

Sulem (CFC)

Mr. E. D. Spencer, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

Salem, Oreg. 97301

PENNSYLVANIA
Altoona

Mr, Robert W, Anthony, President

Blair County Federal Executive Association
.8, Post Office

Altoona, Pa. 16603

Bucks County (CFC)

Commander W. C. Moses, Chairman
Fund-Raising Program Coordinating Committee
7.8, Naval Air Development Center, Johnsville
Warminster, Pa. 18074

Chunmbersbirg (CFC)

Mr, George E. Danzberger, Chairman
Fund-Raiging Program Coordinating Committee
Letterkenny Army Depot

Chambersburg, Pa. 17201

Coatestille (CFC)

Dr. Otto Schaefer, Chairman

Fund-Raising Program Coordinating Committee
Veterang Administration Hospital

Coatesville, Pa. 19320
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PENNSYLVANIA—Continued

Greater Harrigburg

Captain C. E. Fulton, Chairman

Fund-Raising Program Coordinating Committee
Naval Supply Depot

Mechanicsburg, Pa. 17055

Lebanon (CFC)

Mr. Charles P. Eberhart, Chairmsan
Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Lebanon, I'a. 17042

Letoisburg (CFC)

Mr. J. J. Parker, Chairman

Fund-Raising Program Coordinating Committee
U.8. Penitentiary

Lewisburg, Pa. 17837

Philadclphia

Mr. Warren P, Phelan, Chairman

Philadelphia Federal Executive Board
Department of Housing and Urban Development
734 Widener Bldg.

Phitadelphia, Pa. 19107

Phoenizville (CFC)

Colonel Jobhn Boyd Coates, Jr., Chairman
Fund-Raising Program Coordinating Committee
Valley Forge General Hospital

Phoenixville, Pa, 19460

Pittsburgh

Mr. Arlow L. Julian, President

Plttsburgh Federal Executive Association
Bureau of Mines

4800 Forbes Street

Pittsburgh, Pa. 15213 -

Tobyhanna (CFC)

Mr. Glenn E. Grubbs, Chalrman

Fund-Raising Program Coordinating Committee
Headquarters, Tobyhanna Armey Depot
Tobyhanua, Pn. 18466

Wilkes-Barre (CFC)

Dr. Leon Ross, Chairman

Fund-Ralsing Program Coordinating Committee
Yeterans Administration Hospital

1111 East End Boulevard

Wilkes-Barre, Pn. 18703 -

RHODE IBLAND

Newport

Mr. Harry Kizirian, Chairman
Federal Executive Council
U.8. Port Office

Providence, R.I. 02904
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Soura CAROLINA

Charleston (CF(C)

Chairman, Fund-Raising Program Coordinating
Committes ’

Commandant, Sixth Naval District

Attn: Deputy Chief of Staff for Naval Base

U.8. Naval Base

Charieston, 8.C, 29408

Colummbia (CEC)

Mr. Edwin I'. Rogers, President

Federal Executive Counqil

Farmers Home Administration

901 Sumter Street

Columbia, 8.C. 29201

Grecnville

Mr. R. A, Jolley, Vice President
Greenville Federal Executive Assoclation.

Postmaster - i
Greenville, 8.C. 290601

Sournt DaKoTa

Hot Springs-Rapid City (CEFC)
Dr. Ben 8. Wells, President
Federal Business Assoclation
Veterans Administration IHospital
Fort Meade, 8. Dak. 57741

Sious Falls (CFQ)

Mr. Roy Potas, President
Federal Executive Association .
Crop Reporting Service

312 So. Minnesota Avenne
Sioux Falls, 8. Dak. 67102

TENNESSEE
Chattanooga
Mr. Charles C, Miller, Chalrman
Fund-Raising Program Coordinating Comnittee
Tennesseo Valley Authority .
Chattanoogn, Tenn. 37401

Jackson

Mr. Lawrence Lam, Chairman

Fund-Ralsing Program Coordinativg Committee
Tennessee Valley Authorit'y

Jackson, Tenn. 38301

Johngon City (CI'C)

Mr. G. R. Hiskey, Chairman

Fund-Raising Program (CCoordinating Committec
Veterans Adwinistration Center, Mountain Ilome
Johnson City, Tenn. 37684

KEnoxville .

Mr. Robert H, Collicr, Chairman

Fund-Reising Program Coordinating Committee
Tennessec Valley Authority

Knoxville, Tenn. 37902
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TenNrEssEE—Continued

Memphis (CFC)

Rear Admiral Ernest Christienson, Chairman
Fund-Raising Program Coordinating Committee
Chief of Naval Air Technical Tralning

U.8. Naval Air Statlon (76)

Memphis, Tenn. 37115

Nashville (CFC)

Mr. Edward J. Kennedy, President

Middle Tenn. Federal Executive Association
U.8. Geological Survey

144 Federal Office Building

Nashville, Tenn. 37202

Oak Ridge (CFC)

Mr. 8. R. Sapirie, Chairman

Fund-Raising Program Coordinating Committee
U.S. Atomic Energy Commission

Oak Ridge, Tenn. 37830

TExAB

Abilene (CFQ)

Mr. Ciyde E. Grant, Chairman

Fund-Raising Program Coordinating Committee
Postmaster

Abilene, Tex. 796804

Big Spring

Chairman, Fund-Raigsing Program Coordinating Comn-
mittee

Headgquarters 3560th Pilot Training Wing (ATC)

Webb Air Force Base, Tex, 79720

Corpus Christi (CFQC)

QCaptain Robert F. Regan, Chairman

Fund-Raising Program Coordinating Committee

U.8. Naval Air Station ‘

Corpus Christi, Tex. 78419

Dallas-Fort Worth

Captain W. G. Normile, Chairman

Dallag-Fort Worth Federal Executive Board

Defense Contract Administrative Services

500 So. Ervay Street

Forth Worth, Tex. 76201

Del Rio (CFC)

Mr. Hubert H. Anderson, Chairman

Val Verde County Fund-Raising Program Coordinating
Committee

.Laughlin Air Force Bage, Tex. 78840

. Bt Paso (CF(C)

Mr. Verdon R. Adams, Chairman

Fund-Raising Program Coordinating Committee
U.8. Civil Service Commission

Suite 1020, El Paso National Bank Bldg.

El Paso, Tex.- 79001

OCTOBER 19469

Texas—Continued

Galvesion

Mr. N. A. Nilson, Chairman
Fund-Raising Program Coordinating Committee

. Galveston District Corps of Engineers

P.0. Box 1229
Galveston, Tex. 77550

Houston

Dr. John W. Claiborne, Jr., President
Houston Federal Business Association
Veterans Administration Hospital
2002 Holcombe Road

Houston, Tex. 77031

Kerrville (CFC)

Mr. John B. Byrd, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Kerrville, Tex. 78028

Lubdock

Chairman, Fund-Raising Program Coordinating Com-
mittee

3500th Pilot Training Wing

Reese Air Force Base, Tex. 79401

San Antonio (CFC)

Major General Chester A, Dahlen, Chairman
Fund-Raising Program Coordinating Committee
Fort Sam Houston, Tex, 78234 ‘

Texarkana

Mr, Bebby J. Brewer, Chairman

Fund-Raising Program Coordinating Committee
Red River Army Depot

Texarkana, Tex, 75502

Waco

Dr. W. B. Hawkins, Chairman

Fund-Raising Program Coordinating Commlittee
Veterans Administration Hospital

Memorial Drive

Waco, Tex. 76703

Wichita Falls

Colonel Harold F. Layhee, Chairman
Fund-Raising Program Coordinating Committee
Sheppard Technical Training Center

Sheppard Air Force Base, Tex, 76311

UtaH
Ogden (CRC)
Major General Robert H. McCutcheon, Chairman
Fund-Raising Program Coordinating Committee
Hill Air Force Base
Ogden, Utah 84404
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Urann—Continued
Provo {(CF(C)
My Robert . Strong, Chairman
Fund-Raising Program Ceordinating Committee
Postmaster
Provo, Utab 81601
Seit Lake ity (CFC)
Mr. Y., C. Romney, President
Federal Iixecutives Association for Utah
Federal Housing Administration
.0. Box 11009
Salt Lake City, Utah 84111

VIRGINIA
Dahlgren {CFQC)
Mr. Richard ¥. Tobin, Chairman
Combined Federal Campaign
11.8. Naval Weapons Laboratory
Attn : Code GRP
Dahlgren, Va. 22448
Newport Newws-Hampton (CFC)
Mr. Dennis J. Martin, Chairman
Fund-Raising I'rogram Coordinating Committee
NASA Langley Research Center
Langley Station
Hampton, Va. 23365
Norfork (CF(C)
Rear Admiral J. C. Dempsey, Chalrman
Fund-Raising Program Coordinating Committee

sommandant, Fifth Naval District
Norfork, Va. 23611

Richmond (CFC)

Brigadier General John D. Hines, USA, President

Federal Executive Association
Defense General Supply Center
Richmond, Va. 23219

Roanoke (CFC)

Mr. Charles W. Glover, President
Federal Wxecutives Association
Federal Aviation Administration
P.0O. Box 5068

Roonoke, Va. 24012

WABHINGTON
Bremerton (CFC)
Mr. Robert H. Britten, Chairman
Fund-Raising Program Coordinating Committee
Puget Sound Naval Shipyard
Bremerton, Wash. 88314

Richland

Mr. Bob Richardson, Chairman

Fund-Raising Program Coordinating Committee
Atomic Energy Commission

P.0. Box 550

Richland, Wash. 99352

FEDERAL FUND-RAISING MANUAL

WasHINGTON—Continued

Scattle (CFC)

Mr. Sidney Laurens, Chairman
Seattle Federal Executive Board
Social Security Administration
230 Fairview Avenue

Seattle, Wash, 981090

Spokane {CFC)

Mr. Kenncth J. Deming, President
Spokane Federal Executives Association
Socinl Security Administration

Room 140, 11.8. Court House

Spokane, Wash. 89201

Tacoma

Mr. Eddie C. Crow, Pregident

Tacoma Fedceral Executive Asseciation
Federal Avintion Administration

P.0O. Box 4188

Tacoma, Wash. 98438

Vancouver (CFC)

Dy, J. Andrew Hall, Chairman

Fund-Raising I'rogram Coordinating Committee
Veterans Administration Hospital

Vancouver, Wasl. 98663

Waile Wealla (CFQC)

Mr. H. J. Heitkemper, Chairman

Fund-Raising Program Coordinating Commitlee
Veterans Administration Hospital

West Chestnut Street

Walla Walln, Wash. 90362

Yakima

Mr. Warren Hoit, President

Federal Executive Agsociation of Yokima County
Federal Aviation Administration

Municipal Airport

Yakima, Wash. 08002

WEST VIRGINIA

Charleston (CFC)

Mr. Kermit Kiser, Chairman
Federal Executive Assoclation
Acting Superintendent of Mails
U.8. Post Office

Charleston, W. Va. 25301

Clarksbdurg (CFQC)

Mr. Paul O. Battisti, Chalrman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Clarksburg, W. Va. 26301

Huntington (CFQC)

Mr. Merrill W. Fox, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration

502 8th St.

Huntington, W. Ya. 25701
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WEST VIRGINIA--Continued

Martinaburg (CFC)

Mr. H. Jaffrey, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Center

Martinsburg, W. Va. 25401

Morganiown

Mr. James J. Jobst, Chairman

Pund-Raising Program Coordinating Committee
Robert F. Eennedy Youth Center

Morgantown, W. Va. 265605

Parkersburg (CFC)

Mr. Frank Armfleld, Chairman

Fund-Raising Program Coordinating Committee
Bureau of Public Debt

214 Seventh Street

Parkersburg, W. Va. 26101

WIBCONSIN

Madizson

Mr. John Whitmore, Chairman

Fund-Raising Program Coordinating Committee
Postmaster

Madison, Wis. 63703

Milwaukee

Mr, Carl L. Buchholz, President
Federal Officials Association
Social Security Administration
842 North Water St.
Milwaukee, Wis. 53202

Tomah
Mr, Eldon Flanagan
Personnel Officer

Tomah Veterans Administration Hospital
Tomah, Wis. 54660

WYOMING

Casper

Mr, R. M, Sensintaffar, President
Casper Federal Executive Council
Bureau of Reclamation

P.0. Box 28

Casper, Wyo, 82644

OCTOBER 1969

WryoMINe—Continued

Cheyenne {CFC)

Mr. John M. Demmer, President
Cheyenne Federal Executive Council
Wyoming Division Engineer

Bureau of Public Roads

P.0. Box 1127

Cheyenne, Wyo. 82001

CoMMONWEALTH oF PuErTo RIco

San Juan

Mr. David M. Rayner, President
Federal Business Association
Internal Revenue Service

2556 Ponce de Leon Avenue, 4th Floor
Fort Buchanan, Puerto Rico 00917

NATIONAL CAPITAL AREA

Washingion, D.C. (CFC)

Mr. Nicholas J. Oganovic, Chairman
Fund-Reising Program Coordinating Committee
U.8. Civil Service Commission

Washington, D.C. 20415

PANAMA
Panama Canaol Zone (CFC)

Colonel Harold R. Parfitt, Chairman
Fund-Raising Program Coordinating Committee
Canal Zone Government

Balboa Helghts, Canal Zone

OVERSEAE AREAS

Department of Defense (CHC)

Mr. Charles V. Brewer, Chalrman

National Policy Coordinating Committee

DoD Overseas Combined Federal Campaign

Office of the Assistant Secretary of Defense (Admin-
istration)

Wasghington, D.C, 20301
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% 1969-70 FUND-RAISING BULLETIN

To the Heads of Ezecutive Departments and Agencies

The voluntary agencles recognized by the Chairman
of the Civil Service Commission, in accordance with
Executive Order 10927, for on-the-job solicitation privi-
leges in the Federal service during fiscal year 1970 are
listed in this bulletin. Their worthwhile efforts on
behalf of all Americans merit a generous voluntary
contribution from Federal personnel. The Eligibility
Committee has determined that each one meets estab-
lished requirements as to program objective, adminis-
trative integrity, and financial responsibility.

The assigned periods for the 108970 campaigns and
the locations and conditions under which golicitation
privileges may be exercised are as specifled in sec-
tion 3.5 of the Federal Fund-Raising Manual, except as
modified by the instructions in Chapter 4, THE COM-
BINED FEDERAL CAMPAIGN, and Chapter 7, NON-
DISCRIMINATION REQUIREMENTS.

RECOGNIZED CAMPAIGNS AND AGENCIES
1. LocAr CoMMUNITY CHESTS, UwitEp FUNDS, AND
OTHEE FEDERATED GRoUPrs which are members in
good standing of, or are recognized by, the United
Commnuity Funds and Councils of America, Inc.
2. THE AMERICAN NATIONAL RED CROSS
(Domestic and oversead areas)
3. FEDERAL SERVICE CAMPAIGN FOR THE NATIONAL
HEALTH AGENCIES
(Domestic and overseas areas)
American Cancer Society, Inc.
American Heart Association, Inc.
Arthritis Foundation

OCTOBER 1969

Muscular Dystrophy Associations of America, Inc.

National Association for Mental Health, Inc

National Association for Retarded Children, Inc.

National Cystic Fibrosis Research Foundation

National Foundation-March of Dimes

National Kidney Foundation

National Multiple Selerosis Society

National Society for Crippled Children and Adults,
Inc.

National Society for the Prevention of Blindness

United Cerebral Palsy Associations, Inc.

4. INTERNATIONAL SERVICE AGENOIES

{Domestic area only)

American-Korean Foundation, Ine.

CARE, Ine,

Planned Parenthood-World Population

Project HOPE (People-to-FPeople Health Founda-
tion, Inc.)

5. INTERNATIONAL SERVICE AGENCIEB

{Overseas area only)

American-Korean Foundation, Inc,

American Social Health Association

CARHE, Inec,

International Rescue Commlittee, Ine.

International Socizl Service, Inc.

Nationsl Recreation and Park Association

Planned Parenthood-World Population

Project HOPE (People-to-People Health Founda-
tien, Inec.)

United Seamen’s Service, Inc.

United Service Organizations, Inc. (US0) *

FEDERAL FUND-RAISING MANUAL
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"ArRMY REGULATION }

No. 600-29

*AR 600-29

HEADQUARTERS .
DEPARTMENT OF THE ARMY
WasuineToN, D.C., 17 August 1966

PERSONNEL—GENERAL

FUND-RAISIN

General___.. -

Communication with
Appendix:

the responsibility for supporting these
Accordingly, each military member and
itan employee of the Department of the Anmy will
be given the opportunity through on-the-jok solici-
tations, to make voluntary contributions to\recog-
nized voluntary health and welfare agencies yinder
policies and procedures prescribed by this Yegu-
lation.

2. Purpose. This regulation implements with-
in the Department of the Army the Government-
wide policy and procedures prescribed by the
United States Civil Service Commission Manual
on Fund-Raising Within the Federal Service fo
Voluntary Health and Welfare Agencies (app. A).

3. Policy. . The policy of the Department.
of the Army is that the program, practices, and
procedures prescribed in the Manual on Fund-
Raising Within the Federal Service for Voluntary
Health and Welfare Agencies will be applied by
all components of the Department of the Army
to authorized fund-raising solicitations at Army

WITHIN THE DEPARTMENT OF THE ARMY

Paragraph

1R OB e

installations and activities without variation ex-
cept as provided in paragraph 4.

b. The general policies and guidance established
by this regulation -will serve as the basis for all
fund-raising conducted within the military com-
munity.

4, Responsibility. Heads. of Depariments of
the Army headquarters staff agencies and com-
manders of installations will—.

a. Cooperate with and assist recognized volun-
tary health and welfare organizations, and repre-
sentatives of or authorized organizations of
representatives of other Federal agencies, as ap-
propriate, in the arrangements for and conduct
of authorized solicitations, as required to meet the
provisions of the Federal Fund-Raising Manual
and the needs of the local communities.

5. Assume the responsibilities and enforce the
requirements on racial nondiscrimination (app. F
toapp. A).

e. Assure that contributions to fund drives are
made on a truly voluntary basis. The clear pur-
pose of the Executive order and the Federal Fund-
Raising Manual is to insure voluntary support on
the part of military and civilian personnel in the
ecognized annual fund drives conducted in the
nited States and overseas.

This regulation supersedes AR 600-29, 23 August 1963, intluding C 1, 7 January 1%64; C 2, 14 September 1964;
C 3, 4 June 1965; C 4, 4 August 1965; C 5, 21 October 1965; C 6, 18 February 1966; C 7, 8 April 1966; C 8, 9 June 1966;

and C 9, 21 July 1966.
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AR 600-29

d. Assure that each contributor has the privi-
lege of making his gift confidentially without fear
of censure or criticism.

e. Assure that the listing of individual gifts
of participants who have not chosen to avail
themselves of the confidential envelope proce-
dure is used only as a control measure for the pur-
pose of routine. collection and forwarding of
contributions. It will not be used to permit super-
visory consideration of the amount of such gifts
or in any supervisory discussion with a military
member or civilian employee on such a matter.

f- Prohibit any assignment of a dollar goal
or quota for each of the ranks and grades of per-
sonne! participating in a drive. The drive can
and should properly stress the desirability of 100
percent participation; however, competition be-
tween units, harassment of the contributors, or
any practice that involves compulsion, coercion, or
reprisal directed to the individual serviceman or
civilian employee because of the size of his contri-
bution or his failure to contribute will not be con-
doned.

g. Follow the Campaign Guidelines for Vol-
untary Giving (app. D to app. A) with the fol-
lowing modification :

(1) Item I—The assignment of dollar goa.ls
at the activity or installation level and at
appropriate subordinate organizational
levels is authorized except when less than
10 persons are involved or when the ma-
jority of Federal agencies represented in
a local community determine that such an
assignment will not be required. Where
“Fair-Share Giving Guides” are included
in campaign materials furnished by
voluntary agencies, insure that such
guides are not misrepresented as individ-
uel assessments or quotas.

(2) [tem R—Judiciously limit the presenta-
tion of awards, plaques, and commenda-
tions, as well as similar techniques, such
as comments on efficiency report, recog-
nizing outstanding participation by com-
manding officers, office chiefs, and leaders
of fund drives to preclude generatmg
competition which may result in direct or
indirect coercion.

5. Solicitation overseas. .- a. Beginning with
fiscal year 1967, there will be a single combined

2

Federal campaign conducted among U.S. Army
personnel located in all oversea|commands, instal-
lations, and activities, except the Panama Canal
Zone, Hawaii, and the Commonwealth of Puerto
Rico, in accordance with instructions contained in
appendix B, Plan for DOD Overseas Combined
Federal Campalgn

b, Commanders and heads of installations and
activities overseas may modify the accounting and
reporting for on-the-job contributions collected
during solicitations to the degree that they do not
violate the policies and principles of the manual
and are consistent with the accountmg and report-
ing provisions of the plan conticmed in appendix
B. o

¢. Major oversea commanders will take the
necessary action to accomplish distribution of all

- educational material, opera.tional forms, and en-

velopes for Federal campalgns furnlshed by the
participating voluntary agencies 'to all Army ac-
tivities within the geographical limits of their
command except MA AG’s, missions, and attachés.

6. Deferred payments of contributions.
Commanders and heads of Department of the
Army installations located ~in| the fifty United
States, the Panama Canal Zone, and the Com-
monwealth of Puerto Rico may, at their discretion
and in accordance with the provisions of the Fed-
eral Fund-Raising Manual, provide for keyman
collection of instaliment pledges in campaigns
when the voluntary agencies involved provide for
deferred payments of contributions. Payment
through payroll deductions is not authorized ex-
cept in a Combined Federal Campaign.

7. Internal welfare solicitations. Solicita-
tions by private organizations of Department of
the Army military and clwharll personnel among
their membership for organizational support or
for benefit or welfare funds for their members are
excepted from the Federal program by section 3 of
EO 10927, contained in a,ppendlx A. However,
such sollcltatlons will be conducted in accordance
with the basic policies and prccedures of the pro-
gram and at times which do not conflict with the
periods reserved for the campalgns of recognized
national voluntary agencies.

a. The Army Emergency Relief and Army Relief
Society may make solicitation among their mem-

: bershlp for the welfare and reliéf of their members

in accordance with AR 910-10.
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b. Local commanders may authorize on-post
private organizations to conduct fund-raising cam-
paigns for installation welfare and recreational
activities provided that—

(1) The ultimate beneficiary activities or
organizations are private in nature as
contemplated in paragraph 26, AR 230-5;

(2) These activities or organizations have as
their objectives the conduct of welfare
and recreational activities limited in scope
to the military community ;

(3) These activities or organizations are free
from the control and direction of any
parent or affiliate organization with re-
spect to the disposition of funds and other
assets; and

2 to Army
nmm 1A522, P\, G

AR 600-29

(4) Contributions are specifically designated
and recipient beneficiary is identified.

¢. Internal welfare solicitations may be supple-
mented by appropriate benefits conducted at the
discretion of the installation commander. Com-
manders requested to authorize private organiza-
tions to conduct such benefits on-post will be
guided by the provisions of paragraph 19, AR
230-60. '

8. Communication with Headquarters, De-
partment of the Army. Communications con-
cerning the Federal Fund-Raising Program
should be addressed to The Adjutant General,
ATTN: AGSC-R, Department of the Army,
Washington, D.C, 20310.

"[}"“J
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FOREWORD

Government policy has long approved the solicitation of contributions
from Federal personyel for the support of voluntary health and welfare agen-
cies in our society. Tiese worthy agencies complement and reinforce our tax-
supported institutions \fn a manner that is vital to the community and the
Nation.

The fund-raising prpgram described in this manual was established by
the President in response to a need for orderly and effective arrangements for
solicitations in the Federa) service. It includes special provisions to insure
true voluntary giving by cikilian employees and members of the armed forces
to the organizations that they wish to support.

The worthwhile efforts of our voluntary agencies merit generous contri-
butions from all Federal personpel. I urge the heads of executive departments
and agencies to insure that thei} fund-raising campaigns receive full support

in all offices and installations of the government.

Joun W. Macy, Jr.

Chairman
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CHAPTER 1 1

GENERAL INFORMATION

11 PURPOSE OF THE PROGRAM. To,
establish policies and procedures govern-
ing the solicitation of Federal military and
civilian  personnel for contributions to
private charitable and other humanitarian
organizations.

1.2 BACKGROUND. It has long been
Government policy to cooperate with and assist
voluntary health and welfare agencies to solicit
funds from Federal personnel in support of
their worthy causes. Some years ago, however,
the increasing number of fund drives began to
create an administrative burden. Federal offi-
cials found themselves besieged by dozens of
agencies seeking endorsements and the privilege
of soliciting employees on the job. Employees
were vexed, and frustrated at the multiplicity
of appeals—as many as 10 to 20 a year in some
departments. After extensive study of the situ-
ation, a uniform program was established in
1956 to limit the number of campaigns and in-
sure true voluntary giving by Federal person-
nel. The program was monitored by the Presi-
dent’s Committee on Fund Raising Within the
Federal Service until the committee was abol-
ished and its responsibilities assigned to the
Chairman of the U.S. Civil Service Commis-
sion by Executive Qrder 10927 of March 18,
1961,

1.3 SCOPE. The program governs all fund
raising by private voluntary agencies among
Federal employees and members of the armed
forces at their places of employment or duty
stations. Thus, it is applicable to the 5 million
civilian and military personnel of all executive
departments and agencies wherever stationed
throughout the world. It does not apply to
solicitations hy organizations of Federal em-
ployees or members of the armed forces among
their own members for organizational support
or for benefit or welfare funds for their mem-
bers. These solicitations are excepted from the
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uniform program by section 3 of Executive
Order 10927 and are conducted under rules
approved by the head of the department or
agency concerned.

14 LEGAL AUTHORITY. The policies
and procedures prescribed in this manual are
directed to the heads of all executive depart-
ments and agencies under the authority of Ex-
ecutive Order 10927.

1.5 SUMMARY DESCRIPTION OF THE
PROGRAM

51 Eligibility of National Voluntary Agen-
cies. National voluntary agencies apply to the
Chairman of the Civil Service Commission for
on-the-job solicitation privileges in the Federal
Government, He issues annually a list of agen-
cles which have been found acceptable under
prescribed standards as to program objective,
administrative integrity, and financial re-
sponsibility.

b2 Assigned Campaign Periods. Federal
fund-raising campaigns are assigned to fall,
winter, or spring periods. Inthe United States,
generally the fall period is allocated to united
funds, community chests, or other local feder-
ated groups; the winter period to national
health agencies and international Yyserviceye
agencies; and the month of March to the
American Red Cross, except in communities
where it participates in a local united fund.
Overseas, the fall is assigned to international
Jeservicede agencies, the winter to national
health agencies, and the March period to the
Red Cross.

.53 Joint Arrangements. Recognized national
voluntary agencies which have been assigned to
the same period are required to coordinate solic-
itation arrangements at all locations where they
run campaigns. Thus, for example, the winter
period in the United States has concurrent
campaigns by a group of national health agen-
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CHAPTER 1—GENERAL INFORMATION

cies and a group of international Jrservicesdr
agencies. Group campaigns are developed by
the participating agencies under administrative
arrangements which provide for individual
agency identification, educational opportuni-
ties for each agency, and allocation of contribu-
tions in accordance with the specific designa-
tions by donors.

w54  Combined Federal Campaign. All cam-
paigns may be consolidated into a single annual
drive with payroll deductions at locations where
the local united fund, community chest or other
local federated group consents to participate in
a Combined Federal Campaign under the ar-
rangements described in Appendix G.¥%

.55 Decentralized  Operations.  Voluntary
agency representatives initiate campaigns in
their assigned periods by direct contact with
the heads of Federal offices and installations in
local communities. Each Federal agency con-
ducts a personal solicitation among its employ-
ees, using campaign materials, supplies and
speakers furnished by the voluntary agencies.

56 Voluntary Solicitation Methods. Em-
ployee solicitations are conducted during duty
hours using methods which permit true volun-
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tary giving and reserve tc the individual the
option of disclesing his gift or keeping it con-
fidential.

57 Off-the-job Solicitation, Many worthy
voluntary agencies do not participate in the on-
the-job program because they do not wish to
join in its coordinated arrangements or because
they cannot meet the requirements for eligibil-
ity. Such agencies may, of course, solicit Fed-
eral employees at their homes, as they do other
citizens of the community, or appeal to them
through union, veteran, civic, professional or
other private organizations to which they be- -
long. In addition, limited arrangements may
be made for off-the-job solicitation on mili-
tary installations and at entrances to Federal
buildings.

1.6 GENERAL POLICY ON CIVIC AC-
TIVITY. Federal personnel are encouraged
to participate actively in the work of recognized
voluntary agencies—as members of policy
boards or committees, heads of local campaign
units, or volunteer workers—to the extent con-
sistent with agency policy and prudent use of
official time. They are encouraged, also, to de-
vote as much of their private time as possible
to such volunteer work in the public interest.
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CHAPTER 2 3

ORGANIZATION AND FUNCTIONAL RESPONSIBILITIES

NaTioNnaL LEveL

2.1 DEVELOPMENT OF POLICY AND
PROCEDURES

11 Chairman of the Civil Service Commission.
The Chairman is responsible under Presidential
authority for establishing fund-raising policies
and procedures in the executive branch. With
the advice of interested organizations and the
Federal departments and agencies, he makes all
basie policy, procedural, and eligibility deci-
sions for the program.

12 Advisory Council. The Council is com-
posed of four members appointed by the Chair-
man to assist and advise him in the development
of policies, procedures, and eligibility require-
ments. Its membership is representative of the
voluntary agencies which participate in the
Federal program, as follows:
a. The President of the American National
Red Cross.
b. The President of the United Community
Funds and Councils of America, Inc.
¢. The President of a participating national
health agency, as designated on a rotating
basis.
d. The President of a participating interna-
tional agency, as designated on a rotating
basis.

13 W Policy Committeedr Appointed by the
Chairman, this group provides direct working
participation by Federal agencies and employee
organizations in the development of the pro-
gram, It is composed of a selected number of
Fund-Raising Program Coordinators from the
executive departments and agencies and the
presidents, or their personal representatives, of
the largest employee organizations in the Fed-
eral service. It acts through general meetings
and ad hoc working committees.

14 Eligibility yeCommittee. The Eligibility
Committeeye consists of a chairman and four
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members selected by the Chairman from the
membership of the YPolicy Committeeyy. It
is responsible for recommending to the Chair-
man :
a. Eligibility determinations on national vol-
untary agencies.
b. Assignment of campaign periods.
¢. Decisions on emergency or disaster appeals.
d. Decisions on jurisdiction under section 3
of the Executive Order, i.e. whether a spe-
cial agency solicitation is properly exempt
from the Federal program.
e. Modification of eligibility standards and
requirements as needed.

22 PROGRAM ADMINISTRATION

21 Federal Agency Heads. The head of each
executive department and agency is responsible
for:

a. Seeing that voluntary fund-raising within
his department or agency is conducted in
accordance with the policies and proce-
dures prescribed by this manual.

b. Designating a top-level representative as
Fund-Raising Program Coordinator to
work with the Chairman of the Civil Serv-
ice Commission as necessary in the admin-
istration of the fund-raising program
within his department or agency.

22 Fund-Baising Program  Coordinators.
The responsibilities of agency Fund-Raising
Program Coordinators are to:

a. Cooperate with the Chairman of the Civil
Service Commission and the representa-
tives of national voluntary agencies in the
development and operation of the pro-
gram.

b. Maintain direct liaison with the Office of
the Chairman in the administration of the
program,

¢. Publicize program requirements through-
out the department or agency.

d. Answer inquiries about the program from
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4 CHAPTER 2—ORGANIZATION AND FUNCTIONAL RESPONSIBILITIES

officials and employees of the department
or agency and from external sources.

e. Investigate and arrange for any necessary
corrective action on complaints alleging
violation of program requirements within
offices or installations of the department or
agency.

A list of the Fund-Raising Program Coordi-
nators is included in the APPENDIX.

2.3. PROGRAM COORDINATION. The
Office of the Chairman, Civil Service Commis-
sion, coordinates the administration of the
fund-raising program by the departments and
agencies and maintains liaison with national
voluntary agencies,

TLocanl CommuniTy LeveL

24 LOCAL VOLUNTARY AGENCY
REPRESENTATIVES. State and local rep-
presentatives of the recognized voluntary
agencies are furnished policy and procedural
guidance on the Federal program by their
national organizations. They are responsible
for:

a. Initiating local campaigns in the Federal
establishment,

b. Furnishing educational and other cam-
paign materials, speakers, and operational
forms and envelopes appropriate to the
Federal program.

25 LOCALFEDERAL AGENCY HEADS.
The heads of local Federal offices and installa-
tions are furnished the instructions in this man-
ual by direction from the heads of their de-
partments and agencies. They are responsible
for:

a. Cooperating with State or local repre-
sentatives of approved voluntary agencies
and with the local Federal coordinating
group, where one exists, in organizing
local Federal campaigns.

b. Undertaking official campaigns within
their offices or installations and providing
active and vigorous support with equal em-
phasis for each authorized campaign.

c¢. Seeing that personal solicitations on the
job are organized and conducted in ac-
cordance with the procedures in Chapter 5.

d. Insuring that authorized campaigns are
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kept within reasonable administrative
limits of official time and expense.

ve. The head of the local Federal installa-
tion having the largest number of civilian
and military personnel is responsible for
administering the nondiscrimination re-
quirements of Appendix F in his local area
if no local Federal coordinating group
exists. ¥

2.6 LOCAL FEDERAL COORDINATING
GROUPS. In local areas where there are a
number of Federal offices and installations some
interagency coordination is necessary in order
to achieve effective community-wide campaigns
and to improve general understanding and com-
pliance with the program. The responsibility
for local coordination is assigned by the Chair-
man of the Civil Service Commission to exist-
ing organizations of Federal agency heads
where possible and to special committees at

.other locations where coordination is needed.

61 Awuthorized Groups. Coordinating re-
sponsibility is assigned to the following orga-
nizations:

a. Federal Executive Boards. These boards
exist in principal cities of the United
States for the purpose of improving ex-
ecutive branch cooperation. They are
composed of local Federal agency heads
who have been designated by the heads of
their departments and agencies under
authority of the President’s Memorandum
of November 10, 1961,

b, wFederal Ewxecutive Associations and
Business Associations. These are self-
organized associations of local Federal of-
ficials which exist at many points of
Federal concentration for the purpose of
general interagency cooperation, under the
authority of a letter from the Chairman
of the Civil Service Commission, dated
September 2, 1965.9¢

c. Fund-Raising Program  Coordinating
Committees. These committees are estab-
lished in other communities as needed,
under the authority of E.O. 10927.
Leadership in organizing such a commit-
tee is the responsibility of the head of the
local Federal installation having the
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CHAPTER 3

CAMPAIGN ARRANGEMENTS FOR VOLUNTARY AGENCIES

31 TYPES OF VOLUNTARY AGEN-

- CIES. Voluntary agencies are private, self-
governing organizations financed primarily by
contributions from the public. Some are na-
tional in scope, with a national organization
and state or local chapters or affilistes. Others
are primarily local both in form of organization
and extent of services. The Federal program
involves solicitation arrangements for four
broad categories of such agencies:

a. Local health, welfare, or recreational serv-
ice agencies, such as visiting nurse associa-
tions, homes and clinies for children and
the aged, and neighborhood centers for
youth recreation and guidance.

b. National and international welfare, recre-
ational service and emergency relief—the
American National Red Cross.

¢. National health agencies providing re-
search and public education on a national
basis in addition to local services, such as
the American Cancer Society and Ameri-
can Heart Association.

d. National agencies having an international
Yeserviceyy function which involves health,
welfare or freedom-building programs in
foreign countries, such as CARE and

Project HOPE,

32 TYPES OF FUND-RAISING METH-
ODS. The methods used by voluntary agencies
in public fund raising are usually character-
ized as federated or independent. A federated
campaign typically is one conducted by a Iocal
community chest, or by a united fund when the
local Red Cross chapter participates. In these
cases local voluntary agencies join contractually
into a single organization for fund-raising pur-
poses. Usually they also admit local chapters
or affiliates of some national agencies as partici-
pating members. An independent campaign is
one conducted by a local or national voluntary
agency through its own fund-raising organiza-
tion. Some national agencies conduct only in-
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dependent campaigns, as a matter of agency
policy. Others campaign independently or
participate in federation depending upon local
circumstances and the admission policies of
local federated groups.

3.3 CONSIDERATIONS IN MAKING
FEDERAL ARRANGEMENTS. With the
number of worthy voluntary agencies and their
major differences in organization and fund-
raising policy, coordinated arrangements are
necessary in order to provide Federal em-
ployees an opportunity, within reasonable ad-
ministrative expense, to contribute to the
agencies of their choice. Basic arrangements
are made nationally in view of the national
scope of many of the voluntary agencies. Cam-
paign operations are decentralized under pro-
visions that accommodate to the varying situa-
tions in local communities. Both federated
and independent fund-raising policies are sup-
ported since each responds to a legitimate pur-
pose of the voluntary agencies involved. How-
ever, in order to keep the number of on-the-job
solicitations to the practical minimum inde-
pendent appeals must be grouped into joint
campaigns of agencies having similar char-
acteristics, e.g. the National Health Agencies,
the yrInternational Service Agenciesyr and
the American Overseas Campaign.

34 DEFINITION OF TERMS USED IN
FEDERAL ARRANGEMENTS

41 Domestic Area. The 50 United States,
the Panama Canal Zone, and the Common-
wealth of Puerto Rico.

42  Owerseas Area. All other points in the
world where Federal employees or members of
the armed forces are stationed.

48 Federated Community. A location within
the domestic area where a federated fund-
raising program is operated by national and
local voluntary agencies through a community
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] CHAPTER 3—CAMPAIGN ARRANGEMENTS FOR VOLUNTARY AGENCIES

chest, united fund or other local federated
group which is a member in good standing of,
or is recognized by, the United Community
Funds and Councils of America, Inc. vrand
which meets the nondiserimination require-
ments preseribed in Appendix F.

44 Nonfederated Community. A location
within the domestic area where there is no fed-
erated fund-raising program or where the fed-
erated program does not include any national
voluntary agency of the types defined in para-
graphs 3.45 and 3.46 yYror does not meet the non-
discrimination requirements prescribed in
APPENDIX F.%

45 Recognized National Voluntary Agency.
An agency which has been declared eligible by
the Chairman of the Civil Service Commission
for participation in independent or joint cam-
paigns in the Federal establishment.

48 National Voluntary Agency “Supported
Primarily through Onited Funds and Commu-
nity Chests.” An agency which generally so-
licits within the Federal establishment as a par-
ticipating member of community chests, united
funds or other local federated groups which are
members in good standing of, or are recognized
by, the United Community Funds and Councils
of America, Inc., for example, United Service
Organizations, Inc. (USO). Such an agency
is not recognized for participation in independ-
ent or joint campaigns except with respect to
nonfederated communities and the overseas
area.

3.5 POLICIES GOVERNING FEDERAL
ARRANGEMENTS

51 Campaign Arrangements Established Na-

tionally. The basic campaign arrangements in

this chapter have heen established by the Chair-
man of the Civil Service Commission after con-
sultation with representatives of national vol-
untary agencies, the executive departments and
agencies, and Federal employee organizations.
Commitments are made nationally in order to
make it possible for the independent national
voluntary agencies to develop and administer
joint campaigns in the Federal establishment.
Therefore, local Federal agency heads are not
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authorized to vary from the established ar-
rangements except to the extent that local vari-
ations are expressly provided for.

52 Numbder of Solivitations. Not more than
three solicitations on the job will be made annu-
ally at any jocation, on behalf of voluntary

health, welfare, or international ‘Jyserviceyr

agencies, except in the case of an emergency or
disaster appeal for which “specific prior ap-
proval has been granted by the Chairman of the
Civil Service Commission. At locations where
the Red Cross participates in a local federated
campaign not more than two such solicitations
will be made annually. #Only one solicitation
will be made at locations where there is & Com-
bined Federal Campaign.y

.53 No Duplicate or Supplemental Campaigns.
No voluntary agency may be permitted to so-
licit Federal personnel at place of employment
or duty station more than once in any year
except in the case of an approved emergency
or disaster appeal.

54 Responsible Conduct. Solicitation priv-
ileges may be withdrawn from a voluntary
agency at any time by the Chairman of the Civil
Service Commission, after due notice and op-
portunity for consultation, in the event it fails
to adhere to the eligibility requirements, pol-
icies and procedures of the Federal program.

.55 Federated Campaigns.

551  Authorization. A local community
chest, united fund or other local federated
group which is a member in good standing -of,
or is recognized by, the United Community
Funds and Councils of America, Inc, Yand
meets the nondiscrimination requirements pre-
seribed in Appendix Fy is authorized on-the-
job solicitation privileges in its local campaign

-area

552 Other Agencies Excluded. In a fed-
erated community as defined in paragraph 3.43,
local voluntary agencies and national vountary
agencies “supported primarily through united
funds and community chests” are not authorized
to solicit on the job except as participating
members of the local fund or chest.

553 Single Fund-Raising Agency. A local
community chest, united fund or other local
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CHAPTER 4 13

ELIGIBILITY REQUIREMENTS FOR NATIONAL VOLUNTARY AGENCIES

41 PURPOSE. These eligibility require-
ments are established to insure that:

a. Only responsible and worthy voluntary
agencies are permitted to solicit on the job
in Federal installations.

b. The funds contributed by Federal person-
nel will be used effectively for the an-
nounced purposes of the soliciting agency,
and

¢. All recognized national agencies have field
organizations capable of participating
equitably in the joint campaign arrange-
ments required by the Federal program.

42 GENERAL REQUIREMENTS

21 Type of Agency. Only nonprofit, tax-
exempt agencies having specific functions in
the fields of health, welfare or recreational serv-
ices, or in the *provision* of international
*services* consistent with the policies of the
U.S. Government may be approved. Agencies
which are supported primarily through united
funds and community chests will not be recog-
nized for participation in independent or joint
campaigns except with respect to nonfederated
communities and the overseas area.

22 Integrity of Operations. Only agencies
having a high degree of integrity and respon-
sthility in the conduct of their affairs will be
approved. Funds contributed to such organi-
zations by Federal personnel must be used effec-
tively for the announced purposes of the agency.

23 Avoidance of Competition. To avoid so-
licitation competition, approval will not be
granted to more than one national health agency
within a single field which deals with physical
handicap or disease.

24 National Scope. The agency must demon-

strate that:
a. It is organized on a national scale with a
national association which is repesenta-
tive of its constituent parts and which,
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through its board of directors, exercises
close supervision over the operations and
fund-raising policy of its local chapters
or affiliates.

b. It has earned good will and acceptability
throughout the United States, particularly
in cities or communities within which or
nearby are Federal offices or installations
with large numbers of personnel.

c. It has enough fund-rasing representatives
at decentralized locations to be able to
enter into full participation with a group
of agencies in the conduct of local cam-
paigns throughout the United States.

d. If a national health agency, it has a well-
defined national program involving re-
search, education, and community services
with sufficiently developed local chapter
or affiliate coverage to implement its na-
tional program in cities or communities
within which or nearby are Federal offices
or installations with large numbers of
personnel.

25 Type of Campaign. Approval will be
granted only for fund-raising campaigns in
support of current operations. Capital fund
campaigns are not authorized. Agencies must
observe the policy and procedural require-
ments for fund raising in the Federal service.

43 SPECIFIC REQUIREMENTS

.31 Program. An active and necessary pro-
grams with particular regard to the welfare of
the public and the persons served; evidence of
consultation and cooperation with established
agencies in the same or related fields; and effi-
cient operations.

32 Volunteer Control. Direction of the or-
ganization by an active, voluntary board of
directors which serves without compensation,
holds regular meetings, and exercises effective
administrative control.
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14 CHAPTER 4—ELIGIBILITY REQUIREMENTS FOR NATIONAL VOLUNTARY AGENCIES

.33 Finances. Maintenance. of a financial sys-
tem which includes accounting procedures ac-
ceptable to an independent certified public
accountant and conduct of fiscal operations in
accordance with a detailed annual budget, pre-
pared and approved at the beginning of the
year by the board of directors with prior au-
thorization by the board of any significant vari-
ations from the approved budget.

34 Fund-Raising Practice. Publicity and
promotional activities based upon the actual
program and operations of the agency; protec-
tion afforded against unauthorized use of
agency contributors’ lists; no payment of com-
missions for fund-raising; no mailing of un-
ordered tickets or commercial merchandise with
a request for money in return; and no general
telephone solicitation of the public.

w.35  Nondiserimination. A policy and prac-
tice of racial nondiscrimination applicable to
persons served by the agency, to agency staff
employment and to membership on the agency’s
governing board, as prescribed in Appendix

Fok

36 Annual Report. Preparation of an annual
report which includes a full description of the
agency’s activities and the names of chief ad-
ministrative personnel.

37 Financial Reports. Preparation of finan-
cial reports in reasonable detail, certified by an
independent, certified public accountant.

38  Source of Funds and Costs Report. Filing
of special report with Chairman of the Civil
Service Commission which discloses the
ageney’s sources of funds, fund-raising expenss,
and use of net funds in its most recent fiscal
year.

44 APPLICATION REQUIREMENTS

41 FEaxzemptions. The American National Red
Cross and local community chests, united funds
or other federated groups which are members in
good standing of, or are recognized by, the
United Community Funds and Councils of

America, Inc. are exempt from these applica-

tion requirements yrexcept for the non-discrim-
ination requirements of paragraph 446h.y¢
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42 Annual Application. Tobe considered for
solicitation privileges in domestic or overseas
campaigns in the Federal service, each national
voluntary agency must file application
annnally,

43 Time and Place of Filing. Application is
filed with the Office of the Chairman, U.S.
Civil Service Commission, Washington, D.C,,
20415, and must be postmarked on or before
March 1. Applicants are urged to file in Janu-
ary or early February if possible.

44 Eligibility Decisions. Decisions as to
eligibility are made by the Chairman, with the
assistance of an eligibility drcommitteed of
government officials and employee organization
leaders, and are based upon the information
filed with the agency’s application and other
sources such as reports of the National Infor-
mation Bureau.

45 Notice of Decision. Applicants are noti-
fied of the decisions on their applications ap-
proximately one month after filing.

46 Form and Content of Application. Ap-
plications shall be filed in the following form,
with the information, documents and data
specified :

a. Corporate Names and Fiscal Year.

b. Origin, Purpose and Structure of Organi-
zation. Furnish information to show
agency meets the General Requirements
stated in section 4.2. Applications limited
to overseas campaign privileges only will
be considered under modified require-
ments for paragraphs 4.24 b, ¢, and d.

c. Chapters, Affiliates or Representatives.
Furnish a list of chapters, affiliates or rep-
resentatives arranged +in alphabetical
order by state and, under the state, by
cities with chapter, affiliate or representa-
tive by names and addresses. If applica-
tion is for renewal of recognition currently
in force a copy of the prior year’s listing
updated by pen and ink changes is
acoeptable.yr

d. Program (sec. 4.31). Outline the pro-
gram. List the names of other national
voluntary agencies which offer similar
services covering the whole or a part of the
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same field of activity and state past and
current relationships with such agencies.

. Volunteer Control (sec. 4.32). Describe
board of directors’ administrative activity
in past year and list board members’
names, addresses and businesses or profes-
sions.

. Finances (sec. 433). Furnish certifica-
tion by an independent certified public ac-
countant of compliance with an acceptable
financial system.

. Fund-Raising Practice (sec. 4.34). State
compliance with all factors.

. WiNondiscrimination. Furnish written
assurance of racial nondiscrimination as
prescribed by APPENDIX F. . If appli-
cant filed satisfactory nondiscrimination
assurance for the fiscal year beginning
July 1, 1965 and has maintained such non-
discriminatory policy or practice without
substantial change, further assurance is not

Keturn to Army Librasy
Voom 1AS22, T

Pentagpes

required in applications for renewal of
recognition.y

1. Annual Report (sec. 4.36). Furnish copy
of latest annual report.

j. Financial Reports (sec. 4.37). Furnish
copy of latest financial report.

k. Source of Funds and Costs Report (sec.
4.38). YeFurnish report in appropriate
format as shown in the APPENDIX : For-
mat A for national health agencies, For-
mat B for international service agencies.y

4.5 PUBLIC ANNOUNCEMENT OF REC-
OGNIZED AGENCIES AND ASSIGNED
PERIODS. The Chairman of the Civil Serv-
ice Commission issues a bulletin in the spring of
each year to announce the names of all volun-
tary agencies recognized for the ensuing fiscal
year and to specify the perieds assigned for
their solicitations within the Federal service.
The annual fund-raising bulletin is included in
the APPENDIX.
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CHAPTER 5 17

CAMPAIGN PRACTICES AND PROCEDURES

51 PURPOSE OF AUTHORIZED CAM-
PAIGNS. The program for fund raising within
the Federal service is in recognition of the
importance of voluntary agencies in our free
society—agencies which complement and
strengthen our tax-supported services in a man-
ner which is vital to the well-being of the Amer-
ican people. Their voluntary services to human
needs—in local communities and on the
national and international scene—depend upon
contributions of funds from the public. And
the primary source is employed persons—those
with jobs and regular income who recognize a
social and éivie responsibility to share in help-
ing their fellow man. Solicitation of employees
on the job is authorized in the Federal service,
as in most other large organizations, in order to
assist voluntary agencies in obtaining the funds
to continue their worthy programs. Thus, the
purpose of our approved campaigns is to famil-
iarize Federal personnel with the human needs
that are being met by voluntary programs and
to encourage them to contribute o fair amount
of the financial support required.

52 TRUE VOLUNTARY GIVING. True
voluntary giving is the free response of an in-
dividual to an appeal which gives him full
knowledge of the human needs at stake and
encourages him to contribute generously in rela-
tion to his financial ability and his responsibil-
ity as a good citizen.

Before the present program was inaugurated,
the lack of official guidelines for the conduct of
campaigns had resulted in employee com-
plaints—warranted or unwarranted—about
coercion by management personnel to force con-
tributions on an involuntary basis. The Pres-
ident’s concern that this not occur forms the
basis for the express injunction of Kxecutive
Order 10927 that fund-raising arrangements
“shall permit true voluntary giving and reserve
to the individual the option of disclosing his
gift or keeping it confidential.” Any practice
that involves compulsion, coercion, or reprisal
directed to the individual serviceman or civilian
employee because of the size of his contribution
or his failure to contribute has no place in the
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Federsl program. Coercive practices debase
the spirit and purpose and violate the letter of
the Executive Order..

It is incumbent upon the heads of Federal

offices and installations to see that management
and supervisory personnel and other campaign
workers are expressly informed of the Presi-
dent’s policy. Negative practices are no sub-
stitute for the organized, intensive encourage-
ment of voluntary contributions which is
contemplated by the Federal program.
s Employees should be informed that if they
believe that in violation of the President’s policy
they have been subjected to compulsion, coercion
or reprisal in connection with a fund-raising
appeal for voluntary agencies, they may file a
complaint under the agency’s grievance proce-
dure or, at their option, they may file a com-
plaint directly with the Civil Service Commis-
sion without going through the grievance
procedure.y

5.3 CAMPAIGN OBJECTIVES

a. To inform Government people of the es-
sential role that voluntary agencies play
in the community and the nation and their
need for public support.

b. To provide an opportunity for every in-
dividual to donate to specific worthy agen-
cies for purposes with which he is familiar
and which he wants to support.

¢. To seek 100 percent voluntary participa-
tion while preserving the individual’s
right to give or not to give.

d. To stimulate generous giving in relation
to the ability of the giver while preserving
his right to give in a confidential manner
if he chooses to do so.

54 ORGANIZATION FOR SOLICITA-
TION

41 Management and Employee Organization
Supporé, The importance of meeting human
needs through our voluntary agencies and of
assisting Federal personnel to discharge their
social and civic responsibility without fear of
coercion calls for solid understanding, backing
and cooperation from all levels of management

FEDERAL FUND-RAISING MANUAL
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CHAPTER 5—CAMPAIGN PRACTICES AND PROCEDURES

and from employee organizations. The head of
cach Federal installation is responsible for pro-
viding local leadership to each authorized
campaign by:

a. Cooperating with voluntary agency rep-
resentatives and the heads of other Fed-
ernl agencies in the communitywide effort.

b. Advance planning and activation of an
effective campsaign organization in his own
installation.

c. Enlisting the participation and support of
employee organization leaders where
possible.

d. Personal endorsecment and follow wup
through messages to all employees and con-
tacts. with management and supervisory
staff.

42 Advance Planning and Organization. Ad-
vance planning and activation of the campaign
organization requires:

a. Selecting & campaign chairman or project
officer, division chairmen and keymen who
are able and enthusiastic.

b. Briefing of management staff, campaign
workers, and employes organization lead-
ers on the policies of the Federal program
and the educational material and adminis-
trative details involved in the campaign.

c¢. Clear assignment of responsibilities for
general publicity, kick-off rallies, indoec-
trination meetings, and person-to-person
solicitation—and for effective supervision,
follow up, and progress reporting at each
echelon of the campaign organization..

These steps are primary and essential. A de-
tailed guideline for effective campaigning is
incorporated in the APPENDIX,

43 Keyman Responsibilities. A keyman is se-
lected for the personal solicitation of about 25
employces, more or less, depending upon the
unit organization. He should be chosen for his
leadership qualifications, compatibility with co-
workers, and motivation toward successful per-
formance. Since he is acting, in effect, as an
agent of the recognized voluntary agencies in
contacting potential contributors it is impor-
tant that each keyman be given a thorough
briefing on the program and purpose of the
participating voluntary agencies, preferably by

FEDERAL FUND-RAISING MANUAL

representatives: of the fund-raising agencies

& Personally contact ench prospective con-
tributor in the assigned group and give
him the educational literature and con-
tributor's cards or envelopes appropriate
to the campaign.

b. Explain the services performed by the
voluntary agencies and answer any ques-
tions about them and the Federal fund-
raising program.

¢ Urge & generous gift, with the goal of 100
percent voluntary participation in mind;
where appropriste call attention to local
fair-share giving guides and arrangements
for pledges to be paid on the installment
plan.

d. Collect employes contributions, forward
them and make reports in accordance with
local arrangements for the particular
campsign.

e. Where authorized in the particular de-
partment or agency, collect installment
pledges when due.

556 DOLLAR GOALS, FAIR SHARE
GUIDES AND INSTALLMENT PLEDGES
51 Dollar Goals or Quotas. In' united fund
and community chest campaigns, in coordinated
solicitations in nonfederated communities and
mixed areas, and in Red Cross campaigns in the
domestic area, the local Federal agency head
may accept an equitable dolar goal or quota
representing his installation’s share of the
overall dollar goal for the community. When
s0 accepted, the dollar goal for the installation
may be allocated in the form of subgoals to
principal divisions of the installation. The as-
signment of a dollar goal or quota to an indi-
vidual potential contributor is absolutely pro-
hibited. Dollar goals are not authorized in the
National Health Agencies and International
Service Agencies campaignsin the domestic aren
nor in any overseas campaigns.

b2 Fair-Share Giving Guides. In campaigns
which have dollar goals, campaign materials
may include what the voluntary agencies con-
sider one’s fair share of responsibility toward
the success of the campnign. These suggestions
are developed by the soliciting agencies for the
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giver’s guidance and education, and are per-
missible in the Federal program. However,
there shall be no requirement that individual
employees meet such guides when making gifts,
and care should be taken to see that the fair-
share guide is not misrepresented as an indi-
vidual “assessment” or “quota.”

b53  Installment Pledges. In campaigns
which have dollar goals, the voluntary agencies
may provide for deferred payment of contri-
butions through installment pledges.

531 Employer Collection. Federal agen-
cies may make provision for keyman collection
of installment pledges. Whether this will be
done is in the discretion of each Federal de-
partment and agency. Discretionary authority
may be redelegated to the heads of local in-
stallations. An agency undertaking to collect
employee pledges may specify (a} the number
and timing of periodic installments allowed to
an individual contributor, and (b) the keyman
collection system to bs used. yePayment
through payroll deductions is not authorized
except in a Combined Federal Campaign. s

582 Keyman Collection Systems. The gys-
tems used for collection of installment pledges
are usually called Keyman A or Keyman B.
Keyman A provides for notification of the em-
ployees when installments are due and for key-
man follow-up and collection of installients.
Keyman B provides only for collection stations
where installments may be turned in by con-
tributors; it does not involve notification of
installments due or keyman follow-up. Under
both systems, the follow-up of any delinquent.
installment payments—and all servicing of
confidiential gift installment pledges—will be
done directly by the voluntary agencies
involved.

5.6 CONFIDENTIAL CONTRIBUTIONS

61 Policy. The privilege of each Federal con-
tributor to disclose his gift. or keep it confiden-
tial is mandatory in all campaigns. This right
of privacy is safeguarded through the contribu-
tor’s option to use a sealed envelop in making
his donation whether by cash, check or pledge.
He need not place his name on the envelope
used and it will not be entered by any other
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person. No effort inay be made by any Fed-
eral official or employee to determine the amount
of a contribution submitted in a confidential
manner.

62 Heyman Procedures.

621  Solicitation. Each potential giver must
be given full opportunity to exercise his option
to disclose the amount of his gift or keep it con-
fidential. No action which might be coercive or
contrary to the principles of true voluntary
giving is permitted.

622  Collection and Recording. When a
contributor makes his gift by sealed envelope,
with or without his name on it, the keyman will
preserve the confidentiality of the gift. He will
only verify that the contributor’s envelope bears
the appropriate department or agency identifi-
cation, and will write it on if necessary, in or-
der to insure its safe transmittal and account-
ability. Where an individual receipt is called
for by campaign procedures, he will furnish the
contributor a receipt leaving blank the amount
of the gift. The keyman will forward the
sealed contributor envelopes in his Keyman En-
velope. When sealed envelopes do not bear the
contributor’s name, the keyman will not list the
nams on his contributor’s list or tally sheet but
merely show the number of such anonymous
contributions.

623 Installment Pledges. The keyman will
not handle the follow-up and collection of in-
stallments on pledges which have been made In
a confidential manner.

63 Reports from Voluntary Agencies. The
feedback reports from voluntary agencies will
show the total amount of contributions, includ-
ing the total in sealed envelopes, for each key-
man’s contributors list. Voluntary agency re-
ports will not show the amounts of individual
contributions.

57 GENERAL PRIVACY OF CONTRI-
BUTIONS. The amounts of individual dona-
tions will not be made public or revealed to
other personnel except in connection with the
routine collection and forwarding of contribu-
tions and installment pledges from contributors
who have chosen not to avail themselves of the
confidential envelope procedure. To avoid any
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possibility of coercive persuasion aimed at the
upgrading of an individual’s gift, Federal offi-
cials or employees will not prepare or utilize for
solicitation purposes lists of individuals reveal-
ing their previous gifts. Voluntary agencies
will not publicize lists of Federal contributors
showing the amounts of their donations.

58 RAFFLES, IOTTERIES AND
OTHER SPECIAL PROCEDURES PRO-
HIBITED.

The program for fund raising on the job has
only one authorized procedure: personal solici-
tation of each potential contributor by desig-
nated keymen, Raffles, lotteries, carnivals,
benefits and other special fund-raising proce-
dures are contrary to Federal policy and are
prohibited.

5.9 CAMPAIGN MATERIALS
91 Furnished by Voluntary Agencies. All

educational material and operational forms and

envelopes for Federal campaigns must be fur-
nished by the participating voluntary agencies.

82  Provisions for Confidential Giving.

a. In community chest, united fund, Red
Cross, and yCombined Federal Cam-
paigns,d the campaign literature and in-
dividual contributor’s card (pledge card
if used) must notify the contributor of his
right and option to enclose his gift and
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pledge card in a sealed evelope. He may
use any envelope for this purpose. The
voluntary agencies are not required to
furnish envelopes for individual con-
tributors. If the required notice is not
contained in the material furnished by the
campaign organization,* Federal agencies
should provide this notice by preparing
an insert to the materials or arranging for
oral instructions by the keymen. The pro-
vision involved is an express requirement
of E.O. 10927.

b. In the National Health Agencies, YInter-
national Service Agencies,¢ and Ameri-
can Overseas Campaigns, the voluntary
agencies will provide an envelope for sach
potential giver which shall bear on it a
request to the contributor to enclose his
gift and seal the envelope.

93. Recording and Forwarding Contribu-
tions. The campaign literature should con-
tain instructions to agency compaiga chairmen
and keymen on the procedures for recording
and forwarding contributions. Contributors
lists or tally sheets, keyman’s envelopes, and
campaign report envelopes should bear printed
instructions for their use.

*This may occur through error or oversight, or in loca-
tlons where go few Federal employees are involved that 1t ia
impractical for the campalgn orgenization te provide a
special notice,
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AGENCY FUND-RAISING PROGRAM COORDINATORS

Agriculture
*Joseph M. Robertson

American Battle Monuments Commission
Harvey E., Conway

Atomie Energy Commission
*John V. Vinciguerra

Board of Governors, Federal Reserve System

John J. Hart
Bureaun of the Budget
*H. Charles Woods
Central Intelligence Agency
Emmett D. Echols
Civil Aeronautics Board
John W. Dregge
Civil Service Commission
David F. Willlama
Commerce
David R. Baldwin
Council of Economic Advisers
Charles B. Warden, Jr.
Department of Defense
Office of the Secretary
*Everett L. Butler
Department of the Army
*James T. Bedsole
*Lt. Col. Edward O'Connor
Department of the Navy
*Mrs. Mary Miller
*Lt. Cmdr. B. J. McGuire, USN
Department of the Air Force
*John A, Lang, Jr.
*Col. Donald J. Perry
Emergency Planning, Office of
William B. Rice
Export-Import Bank
John R. Crown
Farm Credit Administration
James B. Pitts, Jr.

Federal Communications Commission
Ben F. Waple

Federal Deposit Insurance Corporation
Floyd E. Tift

Federal Home Loan Bank Board
Charles M. Dulin

Federal Mediation & Conciliation Service
Jack R. George

Federal Power Commission
W. N. Campbell

*Also member of Fund-Ralsing Policy Committee.

DECEMBER 1967

Federal Trade Commission
John A. Delaney

Foreign Claims Settlement Commission
Marion J. Coltrin

General Accounting Office
*Herschel J. 8immons

General Services Administration
*Stephen Gould

Government Printing Office
Harry E. Hull

Health, Education, and Welfare
*Donald ¥, Simpson

*Housing and Urban Development
Lewis BE. Williams

Interior
*George BE. Robinson

Interstate Commerce Commission
Bernard F. Sehmid

Justice
John W. Adler

Labor
Ieo R. Werts

Library of Congress
Elizabeth W. Ridley

National Aeronautics and Space Administration
Alfred 8. Hodgson

National Capital Housing Authority
Donald P. Libera

National Capital Planning Commission
Wilmer C. Dutton, Jr.

National Capital Transportation Agency
J. Neal Tomey

National Labor Relations Board
Daniel E. Matthews

National Mediation Board
Thomas A. Tracy

National Science Foundation
*Calvin Jones

Panama Canal Company
*Col, Harold R. Parfitt

Post Office
*Richard J. Murphy

Railroad Retirement Board
Howard W. Habermeyer

Renegotiation Board
Robert F. Haggerty

Securities and Exchange Commission
‘William E. Becker

Selective Service System
Lt. Gen. l.ewis B. Hershey, USA
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24 APPENDIX A

Sminll Duginess Administration Tax Court of the United States

Robert H. West Q. W, Schoenfelder
Swmithgonian Institintion Tenncssee Valley Authority

B. L. Roy *John E. Massey
Soldiers’ Home Tr:msportntlon

Brig. Gen. John T, Cassldy "Alan L, Dean

Treasury

State *PPrul McDonnid

Idar Itimmestad U.8. Information Agency
‘Bubversive Activities Control Board Lloyd Wright

Charles I, Dirlam Veternns Administration

Tariff Commission *A. H. Monk

Donn N. Bent See footnote on preceding page.

EMPLOYEE ORGANIZATION MEMBERS OF
FUND-RAISING POLICY COMMITTEE

American Federation of Government Ilmployees Mr. John I, Griner
I'resident
Government Fmployes’ Council (AFL-0IO) Mr. John A, McCart

) . Operations Director
International Associntion of Machinists and Aerospace Mr. William H, Ryan

Workers National Coordinator, Government Employeea De-
) partment
Nntional Alliance of Postal Bmployees Mr. Charles Braxton

_ Administratlve Asslstant
Nationnl Associntion of Internal Revenue Employees Mr. George A. Bursach
Executive Seeretary-Treasurer

Nationnl Association of Letter Carrlers Mr. James H. Rademacher
Vice President

Nationnl Federation of Federal Employees Mr. Nathan T. Wolkomir
President

Nationnl Postal Unlon Mr, Sldney A. Goodman
President

United Federation of Postal Clerks Mr. B. C. Hallbeck
Presldent
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FIELD COORDINATING GROUPS

The jurisdiction of local Federal coordinating groups
ordinarily coincides with the eampaign area of the
local united fund or community chest, At some loca-
tions, coordination extends over a wider area. The
designation (CFC) after place names indicates loca-
tions where a Combined Federal Campaign was held
in fall 1967.

ALABAMA
Anniston (CFQC)
Lt. Colonel Edwin I, Patterson, Chairman
Fund-Raising Program Coordinating Committee
Headquarters, U.8, Army School/Training Center
Fort McClellan, Ala, 36201

Birmingham (CTC).

Mr. E. J, Listerman, President
Federal Executives Association
Social Security Administration
2225 Third Avenue North
Birmingham, Ala. 35203

Huntsville (CFC)

Mr. Robert A, Malone, Chairman

Fund-Raising Program Coordinating Committee
U.8. Army Missile Command

AMSMI-XB, Building 5250

Redstone Arsenal, Ala., 35809

Mobile

Mr. Martin J. Johnsgon, President
Federal Executives Association
Bocial Security Administration
218 St. Francis Street

P.O. Box 1150

Mobile, Ala. 86601

Montgomery

Mr. John D. Wiltliams, President

Montgomery Association of Federal Administrators
Agsistant Postmaster

110 Post Office Building

Montgomery, Ala. 36104

Muscle Shoals

Mr, Sidney Painter, Chairman

Fund-Raising Program Coordinating Committee
Tennessee Valley Authority

Muscle Shoals, Ala. 35660

Selma

Lt. Colonel Jack N. Denton, Chairman
Fund-Raising Program Coordinating Committee
Chief of Personnel (I’P)

Craig Air Force Base, Ala. 36701
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Aranama—Continued

Tuscaloose (CFC)

Mr. Chesley R. Johnson, Jr., Chairman
Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Tuscaloosa, Ala. 35404

ALASKA

Anchkorage (CFC)

Colonel Alfred Johnson, Chairman
Fund-Raising Program Coordinating Committee
Headquarters, 21st Air Base Group (AAC)
Elmendorf Air Force Base

APO Beattle, Wash, 98742

Fairbanks (CFC)

Lt. Gilbert R. lidwards, Chairman
Fund-Raising Program Coordinating Committee
USARL Yokon Commmand and Fort Walnwright
APO Seattle, Wash. 98731

Kodiak

Captain Ira M. Rowell, Chairman
Fund-Raising Program Coordinating Commitfee
U.8. Naval Station, Kodiak

FPO Seattle, Wash. 98790

ARIZONA
Flagstaff (CFC)
Mr. Ward Olson, Chairman
Fund-Raising Program Coordinating Committee
Navajo Army Depot
Flagstaff, Ariz. 86001

Phoeniz (CIC)

Mr, George D. Patterson, President
Phoenix Federal Executive Association
Internal Revenue Service

Room 2047, Federal Building

230 N. 1st Avenue

Phoenix, Ariz. 83025

Tucson

Lt. Colonel Samuel J. Thomas, Chairman
Fund-Raising P'rogram Coordinating Committee
Headquarters, 803d Cowmbat Support Group (SAC)
Davis-Monthan Air Force Basge, Ariz. 845707

Yuma (CFC)

Mr. C. W, Hetrick, Chairman

Fund-Raising Program Coordinating Committee
Bureau of Reclamation

Bin 5569

Yuma, Ariz. 85364
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ARKANBAS
Biytheville
Captain Conrad P. Marcotte, Chairman
Fund-Raiging Program Coordinating Committee
Headquarters, 97th Combat Support Group {SAC)
Blytheville Air Force Base, Ark. 72315

Little Rock (CFC)

Mr. Fred W, Johnson, President

Little Rock Federal Executive Asgociation
Internal Revenue Service

700 W, Capitol

Little Rock, Ark, 72203

Pine Bluff (CFC)

Mr. C. J. Maupin, Chairman

Fund-Raising Program Coordinating Committee
Pine Bluff Arsenal

Pine Bluff, Ark. 71601

CALIFORNIA
Barstow (CFC)
Brig. General J. E. Herbeld, Jr., Chairman
Fund-Raising Program Coordinating Committee
Marine Corps Supply Center
Barstow, Calif, 92313

Corona (CIC)

Mr. Marvin L. Guthrie, Chairman
Fund-Raising Program Coordinating Committee
Office Services Division (Code 22)

U.8. Naval Ordnance Laboratory

Corona, Calif. 91720

Fresno (CTC)

Mr. Robert P. Sanders, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

Fresno, Calif. 93721

Indian Wells Valley (CFC)

Mr. James H. McGlothlin, Chairman
Fund-Raising Program Coordinating Committee
U.8. Naval Ordnance Test Station

China Lake, Calif, 96105

Los Angeles (CFC)

Brig. Gen. Artbur E. Exon, Chairman
Los Angeles Federal Executive Board
Department of the Air Force

11099 South La Cienga Blvd.

Los Angeles, Calif, 90045

Marysville-Yuba City

Lit. Colonel R. E. Shadwell, Jr., Chairman

Fund-Raising Program Coordinating Committee

Headquarters 14th Strategic Aerospace Division
(SAC)

Beale Air Force Base, Calif. 95003
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Merced (CFC)

Lt. Colonel John C. Thygerson, Chairman
Fund-Raising Program Coordinating Committee
P.0. Box 2421

Castle Air Force Base, Calif. 95340

Redding (CFC)

Mr. Felix Dashen, Chairman

Fund-Raising Program Coordinating Committee
Shasta Field Division

Bureau of Reclamation

Redding, Calif. 86001

Secramento (CFC)

Mr, R. Schnapp, Chairman

Fund-Raising Program Coordinating Committee
Sacramento Air Materiel Area

MecClellan Air Force Base

Sacramento, Calif. 95652

San Bernardino (CFC)

Colonel William I, Stewart, Chairman
Fund-Raising Program Coordinating Committee
2848th Air Base Group

Norton Air Foree Base

San Bernardino, Calif. 92400

San Dicgo (CFC)

Rear Admiral Marshall E. Dornin, Chairman
Fund-Raising Program Coordinating Committee
11th Naval District

San Diego, Calif. 92130

San Francisco (CHFC)

Mr, Robert I3, Strauss, Chairman

San Francisco Federal Executive Board
Small Business Administration

450 Golden Gate - Box 36044

San Francisco, Calif. 94102

Kan Josc (CFQ)

Captain James V. Rowney, Chairman
Fund-Raising Program Coordinating Committée
U.8. Naval Air Station

Moffett Field

San Jose, Calif, $4635

Bante Ana (CFQO)

General W, G. Thrash, Chairman

Fund-Raising Program Coordinating Committee
U.8. Marine Corps Air Station

El Toro, Calif. 92630

Sante Barbara (CFC)

Colonel Earle E. Sweetland, Chairman
Fund-Raising Program Coordinating Committee
43924 Aero Space Support Group (SAC)
Vandenberg Air Force Base, Calif. 93437
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CavrrorNta—Continued

Twentynine Palms (CFC)

Major J. A, Mallery, Chairman

Fund-Raising Program Coordinating Committee
U.8. Marine Corps Bage

Twentynine Palms, Calif., 92278

Vallejo (CFC)

Colonel Edward D. Lynch, Chairman
Fund-Raising PProgram Coordinating Committee
Headquarters, 60th Military Airlift Wing (MAC)
Travis Air Force Base, Calif, 04535

Ventura (CFC)
Rear Admiral Marshall W. White, Chairman
Fund-Raising Program Coordinating Committee
Pacific Migsile Range

" Code O
Pt. Mugu, Calif. 93041

COLORADO

Colorado Springs (CFC)

Chairman, Fund-Raising Program Coordinating Com-
mittee

Commanding General

6th Infantry Division

Fort Carson, Colo. 80913

Denver (CFC)

Dr. William T. Van Orman, Chairman

Denver Federal Executive Board

Department of Health, Education, and Welfare
Room 9017, Federal Building

Denver, Colo. 80202

Mesa County (CFC)

Mr. Ernest R, Leinberger, Chairman
Fund-Ralsing Program Coordinating Committee
Social Becurity Administration

P.O. Box 2607

Grand Junction, Cole. 81501

Pueblo (CFC)

Mr. Robert W, Rush, Chairman

Fund-Raising Program Coordinating Committee
Pueblo Army Depot

Pueblo, Colo. 81001

CoNNECTICUT

Hartford

Mr, Frank A, Giorgio, Chairman

Fund-Raising Program Coordinating Committee
U.8. Department of Labor

Post Office Building

Hartford, Conn. 06103
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CoNNECTICUT—Continved

New Haven

Mr. Frank Lattanzi, Chairman

Fund-Raising Program Coordinating Committee
U.8S. Post Office
New Haven, Conn. 06501

New London-Groton-Norwich {CFC)

Captain W. A, McGuinness, Chairman
Fund-Raising Program Coordinating Committee
U.8. Naval S8ubmarine Base New London

Groton, Conn, (0342

DELAWARE
Dover (CFC)
Colonel Harry M. Odren, Chairman
Fund-Raising Program Coordinating Committee
Dover Air Force Base
Dover, Del. 15901

FLromipa

Cape Kennedy (CFC)

Mrs. Mary B. Fouraker

Canaveral Federal Management Association
Department of Air Force

P.O. Box 4888

Patrick Air Force Base, Fla. 82925

Jacksonville (CFQC)

Captain R. P. Tabb, President
Federal Executive Association
U.8. Army Engineer District
P.0. Box 4970

Jacksenville, Fla. 32201

Key West (CFC)

Captain John D. Shea, Jr., Chairman
Fund-Ralsing Program Coordinating Commiitee
1.8, Naval Station

Key West, Fla, 33040

Miami (CFQ)

Mr. Paul Boatman, Chairman

Greater Miami Federal Executive Couaneil
Federal Aviation Administration

P.0. Box 2014, AMF Branch

Miami, Fla. 33159

Milton (CFC)

Captain Richard H. Mills, Chairman
Fund-Raising Program Coordinating Committee
Naval Auxillary Air Station

Whiting Field

Milton, Fla. 32570
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Fioripa—Continued
Orlando
Colonel K. Wayne Claybaugh, Chairman
Fund-Raising Program Coordinating Committee
Headquarters, 306th Combat Support Group (SAC)
McCoy Air Force Base, Fla. 32812

Pensacola (CFC)

Rear Admiral Dick H. Guinn, Chairman
Fund-Raising Program Coordinating Committee
Chief of Naval Air Basle Training

U.8. Naval Afr Station

Pensacola, Fla, 32508

Sanford (CFC)

Captain Herbert N, Houck, Chairman
Fund-Raising Program Coordinating Committee
U.8. Naval Air Station

Sanford, Fla. 32771

Tampa

Mr. Walter C. Youngs, Jr,, President

Tampa Bay Area Agsociation of Federal Administra-
tors

Atomic Energy Commission

Bryan Dairy Road N.

8t. Petersburg, Fla, 33733

GEORGIA
Albany
Major Roger 1. Shafer, Chairman
Fund-Raising Program Coordinating Committee
Marine Corps Supply Center
Albany, Ga. 31704

Atlante (CFC)

Mr. James G, Rogers, Chairman
Atlanta Federal Executive Board
Federal Aviation Administration
P.O. Box 20636

Atlanta, Ga. 30309

Augusia

Colonel Joe M, Sanders, Chairman

Fund-Raising Program Coordinating Committee
U.8. Army Schoel/Training Center

Fort Gordon, Ga. 30905

Brunswick (OFC)

Captain Chester H, Dorchester, Chairman
Fund-Raising Program Coordinating Committee
U.8, Naval Air Station

Glynco, Ga. 31523

Macon (CFC)

Colonel Joseph H. Cahill, Chairman
Fund-Raising Program Coordinating Committee
Warner Robina Air Materiel Area

Robins Air Force Base, Ga. 31400
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GeorciaA—Continued

Bavannah (CFQC)

My. W. J. Cramps, Co-Chairman

Fund-Raising Program Coordinating Committee
Corps of Engineers

P.O. Box 889

Savannah, Ga, 31402

Yaldosia

Colonel Nathan J. Adamg, Chairman
Fund-Raising Program Coordinating Committee
Haq. 3550th Pilot Training Wing (ATC)

Moody Air Force Base, Ga. 31601

Hawan
Honolulu (CFC)
Rear Adm, Benjamin ¥, Engel, Chairman
Honolula Federal Executive Board
14th Coast Guard District
677 Ala Moann
Honolulu, Hawail 96813

Inago
Bolse (CFC)
Mr. Kenneth Tyrer, President
Boise Federal Executive Council
Federal Housing Administration
Bolse, Idahe 83707

ILLINOIS
Champaign

Mr. Eldon B. Colegrove, Chairman

Fund-Raising Program Coordinating Committee
Farm Home Administration

Federal Building No. 14

Champaign, I1l. 61820

Chicago (CFC)

Mr, Fred B. Farrell, Chairman
Chicago Federal Executive Board
Federal Highway Administration
18209 Dixie Highway

Homewood, I1l. 60430

Danville {CHC}

Mr. Charles E, Williamson, President
Danville Council of Federal Agencieg
T.8. Department of Agriculture

230 West Main Street

Danville, Ill. 61832

Joliet

Mr. H. L. Dean, Chairman

Fund-Raising Program Coordinating Committee

U.8. Army Ammunition Procurement and Supply
Agency

Joliet, I1l. 60430
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IrraNcig—Continued
Rock Island
Mr. Harold Sedrel, Chairman
Fund-Raising Program Coordinating Committee
Rock Island Arsenal
Rock Island, I11. 61201

Springfleld (CFC)

Mr. Jay G. Philpott, Chairman

Fund-Raising Program Coordinating Commitiee
Internal Revgnue Service

P.0, Box 14688

Springfield, 111, 62705

IND].AN%
Crane (CFC) )
Commander F. W, Chase
Executive: Officer-
Navall Ammunition: Depot-
Crane, Ind;, 47522

Fort, Wayne:

Mpr. Engene J:. Gabriel,. Chairman

Fund-Raising, Program Coordinating Committee:
U:8. Post @ffice

Fort: Wayne; Ind., 46802

Indianapolis

Mr. J. C. Robison, President
Indianapolis Council of Federal Agencies
Veterans Administration Regional Office
Room 206, Century Building

36 South Pennsylvania Street
Indianapolis, Ind. 46204

Peru (CFC)

Colonel Lee E. Baker, Chairman

Fund-Raising Program Coordinating Committee
Headquarters 305th Combat Support Group (SAC)
Bunker Hill Air Force Base

Peru, Ind. 46970

Towa

Des Moines

Mr,. Walter Ferguson, President
Federal Executive Council

Agricultural Stabilization and Conservation Service

Room 931, Federal Office Bldg.
D¢s Moines, Iowa 50300

Riouw City

Mr. Daniel K. Murphy, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

Sioux City, Iowa 51101

JUNE 1968

KaNsas
Fort Riley (CFQ)

Chairman, Fund-Raising Pregram Coordinating
Committee:

Headquarters Fort Riley

Attn, ALRGP-PSD

Fort Riley; Kans. 66442

Leavenworth (CFC)

Colonel Paul M. Morrill, Chairman
Fund-Raising Program Coordinating Committee
Asgistant Chief of Staff G—-1

Fort Leavenworth, Kang, 66027

Topeka (CFC)

Mr, Ernest A. Kjorlie, President
Topeka Federal Business Association
VA Hospital:

Topeka, Kans, 66601

Wichite (CFC)
Mr. Warren. .. Hurst, President:
Federal Executives Association

Federal Aviation Administration Municipal Airport

Wichita, Kans. 67200

KENTUCKY
Lexington
Mr. G, R. Zarrett, Chairman
Fund-Raising Program Coordinagting Committee
Lexington-Blue Grass Army Depot
Lexington, Ky. 40507

Louisville (CFQ)

Mpr. Icen B. Wilson, President
Federal Executives Association
Social Becurity Adm.

620 Bouth 5th 8t.

Louisville, Ky. 40202

LOUISTANA
Alerandrie (CFC)

Mr. J. B. Earle, President

Rapides Parish FederaliExecutive Association
Soil Conservatlon Service

3737 Governmment Street

Alexandria, La. 71301

New Orleans

Mr. Glenn P, Clasen, President

Federal Executives Association

Equal Employment Opportunity. Commission
1711 Masonie Temple Bldg,

New Orleans, La, 70130
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Louisiana—Confinued

Bhreveport-Bossler City (CFC)

Colonel J. P. Moore, Chairman

Fund-Raising Program Coordinating Committee
Headquarters 2d Combat Support Group (SAC)
Barksdale Air Force Base, La. 71110

MAINE
Augusia (CFC)
Mr. Harry V. Flussi, Chairman
Fund-Raising Program Coordinating Committee
Veterans Administration Center
Togus, Maine (4333

Bangor

Colonel Grover Y. Greene, Chairman
Fund-Ralsing Program Coordinating Committee

Headquarters, 397th Combat Support Group (SAC)

Dow Air Force Base, Maine 04401

Iimestione

Colonel Robert G. Woda, Chairman
Fund-Raising Program Coordinating Committee
42d Combat Support Group (SAC)

Loring Air Force Base, Baine 04750

MARYLAND

Bainbridge-Perry Point (CFC}

Captain R. H. Bowers, USN, Chairman
Fund-Raising Program Coordinating Committee
U.8, Naval Tralning Center

Bainbridge, Md. 21905

Baltimore (CFC)

Capt. Charles F. Scharfenstein, Jr., President
Federal Business Association of Maryland
0.8, Coast Guard Yard

Curtis Bay, Md. 21228

Frederick County (CFC)

Mr. Ernest W. Taverner, Chairman ¢
Fund-Raising Program Coordinating Commlttee
Building 820, Fort Detrick

Frederick, Md. 21701

Indian Head (CFC)

Mr, P. ¥oster, Chairman

Fund-Raising Program Coordinating Committee
U.8. Naval Propellant Plant

Indian Head, Md. 20390

Lezington Park (CFC)

Capiain C. L. Lambing, Chairman

Fund-Raising Program Coordinating Committee
U.8. Naval Air Station

Patuxent River, Md. 20670
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MARBSACHUSETTS

Barnstable County (CFC)

Colonel Carl W. Bradford, Chalrman
Fund-Raising Program Coordinating Committee
Headqguarters 551st Combat Support Group (ADC)
Otis Air Force Base, Mass, 02542

Bosgton (CFC)

Mr. Albert D. O’Connor, Chairman
Fund-Raiging Committee

Boston Federal Executive Board
Office of Emergency Planning

0ld Marlboro Road

Maynard, Mass. 01754

Brockton (CFQC)

Dr. W. Winick, Chairman

Fund-Raising Program Coordinating Committeo
Veterans Administration Hospital

Brockton, Mass. 02401

Lawrence

Mr. Norman E, Morrill, Chairman

Fund-Raising Program Coordinating Committee
Internal Revenue Service

310 Lowell Street

Andover, Mass. 01812

Springfield-Chicopee-Holyoke

Colonel Roy J. Sousley, Chairman

Fund-Raising Program Coordinating Committee
Headquarters 814th Combat Support Group (SAC)
Westover Air Force Base, Mass, 01022

MICHIGAN
Ann Arbor

Mr. Robert 8, Via, Chairman

Fund-Raising Program-Coordinating Committee
Veterans Administration Hospital

2215 Fuller Road

Ann Arbor, Mich, 48105

Battle Creek

Dr. A. W. Byrnes, Chalrman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Battle Creek, Mich. 49016

Detroit

Mr. George W. Young, President

Federal Executives Association of Metropolitan Detroit
Post Office Department

1401 West Fort Street

Detroit, Mich., 48233

Gwinn
Colonel Wilson W. Howard, Chairman
Fund-Raising Program Coordinating Committee

Headquarters 410th Bombardment Wing (S8AQ)
K. I. Sawyer Air Force Bage, Mich, 40842

JUNE 1968



SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil


APPENDIX B

28.03

MINNEBOTA

Fargo-Moorhead (CFC)

Mr. Roger B, Phelps, President

Fargo-Moorhegd Federal Executives Agsociation
Small Business Administration

207 N. Fifth St.

Fargo, N.D. 58102

Minneapolis-St, Paul (CFC, Minneapolis)
John Wenn, Jr., Chairman

Minneapolis-St. Paul Federal Executive Board
Department of Agriculture

6400 France Ave. South

Minneapolis, Minn., 55435

81, Cloud (CFQO)

Mr. Robert P, Vinall, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

8t. Cloud, Minn. 56301

MI88ISBIPPI -

Bilori-Gulfport-Pascagoula (CFC)

Mr. C. C. Fancher, President

Mississippi Coast Association of
Federal Administrators

Agricultural Research Service

3305—28th Ave.

Bay St. Louis, Misg. 39501

Columbus (CFC)

Lit. Colonel Edward M. Jones, Chairman
Fund-Raising Program Coordinating Committee
Headquarters 454th Combat Support Group (SAQ)
Columbusg Air Force Base, Miss. 39705

Jackson

Mr. T. B. Featheree, President

Jackson Federal Executives Association
Farmers Home Administration

400 Milner Bldg,.

Jackson, Miss, 39201

Mi1ss0URI
Kansas City
Mr. Robert L. Larson, Chairman
Kangas City Federal Executive Board
Treasury Dept.
P.0. Box 2509
Kangas City, Mo, 64142

8t Louts

Col, Charles E. Heskin, II1, Chairman
8t. Louis Federal Executive Board
Granite City Army Depot

Granite City, J1l. 62040

JUNE 1968

MrissoURI—Continned
Sedalia (CFC)
Colonel Anthony W. Monaco, Jr., Chairman
Fund-Raising Program Coordinating Committee
Headquarters 351st Combat Support Group (8AC)
Whiteman Air Force Base, Mo. 65303

Springfield

Dr. Pasquale J. Ciccone, Chalrman

Fund-Raising Program Coordinating Committee
Medical Center for Federal Prisoners

Springfield, Mo. 65802

MoNTANA
Billings

Mr. William Evansg, President

Billings Federal Executive Association
Bureauof Land Management

1013 Broadwater

Billings, Mont. 59102

Cascade County (CFC)

Colonel John W. Carroll, Chairman
Fund-Raising Program Coordinating Committee
841st Strategic Missile Wing

Malmstrom Alr Force Base, Mont, 59401

Missoula

Mr, Dave Sellegren, President
Federal Business Assoclation
Federal Aviation Administration
Missoula County Airport
Misgoula, Mont., 069801

. NEBRASKA
Lincoln (CFC)
Mr. Kenneth P. Lewig, Chairman
Fund-Raising Program Cocordinating Committee
U.8, Post Office
Lincoln, Nebr. 68500

Omeha (CEFC)
Col. William H. McKenzie, ITT, Pregident
Federal Business Agsociation
U.8. Army Corps of Engineers
6012 U.4. Post Office & Count House
Omaha, Nebr. ©€8102

NEvVADA
Las Vegas (CFC)
Colonel Donovan L. McCance, Chairman
Fund-Raising Program Coordinating Commiitee
Headquarters, 4520th U.8. Air Force Hospital (TAC)
Nellis Air Force Base, Nev. 80110

Reno (CFQ)

Mr, Nolan . Keil, President

Reno Area Federal Executives Council
Bureau of Land Management

800 Booth Street

Reno, Nev, 89502
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New HAMPSHIRE

Portsmouth (CFC)

Mr. F. W. Perkinsg, Chairman

Fund-Raising Program Coordinating Committee
Code 163

Portsmouth Naval Shipyard

Portsmouth, NNH. 03804

NEW JERBEY

Atlantic City (CFQ)

Mr. Jack G. Webb, Chairman

Fund-Ralzsing Program Coordinating Committee
National Aviation Facilitles Experlmental Center
Atlantic City, N.J. 08405

Bayonne (CFC)

Major Ronald M. Matthews, Chairman
Fund-Raising Program Coordinating Committee
Military Ocean Terminal

Bayonne, N.J. 07002

Dover (CFC)

Colonel Roger Ray, Chairman

Fund-Raising Program Coordinating Committee
Picatinny Arsenal

Dover, N.J. 07801

Fort Dia (CFC)

Major General K. W. Collins, Chairman
Fund-Ralsing Program Coordinating Commlttee
Headquarters, U.8. Army Training Center, Infantry
Fort Dix, N.J. 08640

Jersey City

Mr, Louls DiBello, Chairman

Fund-Ralsing Program Coordinating Committee
Main Post Office, Room 201

Jersey Clty, N.J. 07303

Lakehurst (CFC)

Captain M, A, Esmiol, Jr., Chairman
¥und-Raising Program Coordinating Commitiee
U.S8. Naval Air Station

Lakehurst, N.J. 08733

Lyons (CFC)

Dr. 8. T. Ginsberg, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Lyons, N.J. 07939

Monmouth County (CFC)

Major General W. B, Latta, Chairman
Fund-Raising Program Coordinating Committee
T.8. Army Electronies Command

Fort Monmouth, N.J, 07703

Newark (CFQ)
Mr. Dominick F. Rinaldi, President

Federal Executives Association of Northern New Jersey

Immigration and Naturalization Service
1080 Broad Street
Newark, N.J. 07102
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NeEw JERgey—Continued

Paterson

Mr. Joseph Del Guidice, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

112 Wabash Avenue

Paterson, N.J. 07503

Trenton

Mr, Theodore Piela, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

402 East State Street

Trenton, N.J. 08608

New MExICO

Alamagordo (CFC)

Col. Russell D, Hale, Chairman

Fund-Raising Program Coordinating Committea
6580th Air Base Group {(AFSC)

Holloman Air Force Bage, N, Mex, $8330

Albugquerque-Santa Fe (CFC)
Mr. Pauli'E. Cannon, President

Albuquerque-Santa Fe Federal Executive Assoclation

Federal Aviation Administration
P.O. Box 8502
Albuquerque, N. Mex. 87108

New Yorx
Albany
Mr. Gerald G. Parker, President
Federal Executive Council
Geological Survey
Room 342 Federal Building -
Albany, N.Y. 12201

Buffalo

Mr. Myron F., Blakeney, Chairman

Fund-Ralsing Program Coordinating Committes
U.8. Post Office

Buffalo, N.Y. 14240

Canandaigua

Dr. J. 8. Weltman, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Canandaigwa, N.Y. 14424

Nassau-Suffolk. County Area

Colonel Francis 8, Gabreski, Chairman
Fund-Raising Program Coordinating Committee
Commander, 52d Fighter Wing

Suffolk County Air Force Base, N.Y. 10901

New York City (CFC)

Mr. Judah Gribetz, Chairman

New York FEB

Department of Housing and Urban Development
28 Federal Plaza

New York, N.Y. 10001
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New Yorx—~Coatinued
Plattsburgh

Colonel Leonard 8. Dysinger, Chairman

Fund-Raising Program Coordinating Committee
Headqguarters 380th Strategic Aerospace Wing (SAC)
Plattsburgh Alr Force Base, N.Y, 12003

Rome (CFC)

Colonel F. H. Foerster, Jr., Chairman
Fund-Raising Program Coordinating Committee
Headquarters 2858th Air Base Group (AFLC)
Griffiss Air Force Base, N.Y, 13440

Romulug (CFC)

Colonel William G. Senior, Chairman
Fund-Raising Program Coordinating Commitiee
Seneca Army Depot

Romulus, N.Y. 14541

Byracuse

Dr. M, C. Thomas, President

Syracuse Federal Executive Association
YA Hospltal

Irving Avenue and University Place
Syracuse, N.Y, 13210

NoRTH CAROLINA
Asheville (CFQ)
Mr. James F. Davis, President
Asheville Federal Executive Association
Agricultural Stabilization & Conservation Service
45 South French Broad Avenue
Asheville, N.C. 28801

Chariotle

Mr. George F. Carpenter, President
Council of Federal Agencies
Postmaster

U.8. Post Office and Courthouse
Charlotte, N.C, 28202

Durham (CFC)

Mr, Nelson A. Jackson, Chalrman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Fulton Street and Erwin Road

Durham, N.C. 27705

Goldsboro

Lt. William H, Heck, Chairman

Fund-Raising Program Coordinating Committee
Headquarters 4th Tactical Fighter Wing (TAC)
Seymour Johnson Air Force Base, N.C. 27530

Greenshoro

Mr. John O, Taylor, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

Greensboro, N.C, 27420

Salisbury

Dr. H. G. Hockett, Chairman

Fund-Raising Program, Coordinating Committee
Veterans Administration Hospital

Salisbury, N.C. 28144

JUNE 1968

NoBTH DAKOTA
Grand Forks
Major Lucien Crowder, Jr., Chairman
Fund-Raising Program Coordinating Committee
Headquarters 804th Combat Support Group-
Grand Forks Air Force Base, N, Dak, 58201

Minot

Colonel J. E. Upchurch, Chairman

Fund-Raising Program Coordinating Committee

Headquarters 810th Strategic Aerospace Division
(8AC)

Minot Air Force Base, N. Dak. 58703

OHI1O
Akron
Mr, William Duke, Chairman
Fund-Raising Program Coordinating Committee
U.8. Post Office
Akron, Ohlo = 44309

Canton

Mr. Paul J. Marks, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

Canton, Ohio 44701

Chillicothe

Mr. George J. Trakas, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Chillicothe, Ohip 45601

Cincinnatt

Mr. Joseph J, Scanlon, Chairman

Fund-Raising Program Coordinating Committee
U.8, Post Office

Cinecinnati, Ohio 45202

Cleveland (CFC)

Mr. William R. Blackwell, Chairman
Fund-Raising Committee

Cleveland Federal Executive Board
VA Regional Office

1240 East Ninth Street

Cleveland, Ohio 44199

Columbus

Mr. R. M. Keane, Chairman

Fund-Raising Program Coordinating Committee
Defense Contract Supply Center

Columbus, Chio 43215

Dayton

Mr. Ray . Bumgarner, President
Federal Executives Association
Veterans Administration Center
4100 West Third Street

Dayton, Ohio 45428

Newark (CFC)

Mr. Edward M. LeGendre, Chairman
Fund-Raising Program Coordinating Committee
28024 Inertial Guidance and Calibration Group

.Newark Air Force Station

Newark, Ohio 43055
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Or10—Continued
Oberlin
Mr, George H. Campbell, Chairman
Fund-Raising Program Coordinating Committee
Federal Aviation Administration
326 B. Lorain Street
Oberlin, Ohio

Sandusky (CFC)

Mr. Roy Cooley, Chairman

Fund-Raising Program Coordinating Committee
NASA Lewis Research Center

Plum Brook Station

Sandusky, Ohio

Toledo (CFC)

Mr. Robert P, King, Chairman

Fund-Raising Program Coordinating Committee
Soclal Security Administration

234 Summit Street

Toledo, Ohic 43604

Youngstoiwn (CFC)

Mr, Chester W. Bailey, Chalrman

Fund-Raising Program Coordinating Committee
Postmaster

Youngstown, Chio 44501

OKLAHOMA
Altus
Colonel Jack H. Heinzel, Chairman
Fund-Raising Program Coordinating Commiitee
Headquarters 11th Strategic Aerospace Wing (8AQ)
Altus Air Force Base, Okla, 73523

Clinton

Colonel Robert T. Calhoun, Chairman
Fund-Raising Program Coordinating Committee
Headquarters 70th Bombardment Wing (SAC)
Clinton-Sherman Air Force Base

Burns Flat, Okla. 73634

Enid

Captain Peter Vives, Chairman

Fund-Raising Program Coordinating Committee
Headquarters 3575th Pilot Tralning Wing (ATC)
Vance Air Force Base, Okla, 73701

Lawton

Chairman, Fund-Raising Program Coordinating
Committee

Comimanding General

Army Artillery and Missile Center

Attn: AKPSIGP-PS

Fort 8ill, Okla. 73503

Oklahomea City (CFC)

Colonel William A. Jack, Chairman
Fund-Raising Program Coordinating Committee
Oklahoma City Air Materiel Area

Tinker Air Force Base

Oklahoma City, Okla, 73145

FEDERAL FUND-RAISING MANUAL

OxLaHoMA—Continued
Tulse

Mr. John W. Henderson, Chairman
Fund-Raising Program Coordinating Committee
Postmaster .
Tulsa, Oklahomsa

OREGON
Eugene
Mr. G. A, Coldeen, President
Federal Business Association
Federal Aviation Agency
Route 1, Box 722
Eugene, Oreg. 97402

Portland (CFC)

Mr. Dan E. Bulfer, President
Portland Federal Council
Forest Service Regional Office
319 §.W, Pine Street
Portland, Oreg. 97208

Salem (CFC)

Mr. E. D. Spencer, Chairman

Fund-Raising Program Coordinating Committee
U.8. Post Office

Salem, Oreg. 97301

PENNSYLVANIA

Bucks County (CFC)

Commander W. C. Moses, Chairman
Fund-Raising Program Coordinating Committee
U.8. Naval Air Development Center, Johngville
Warminster, Pa, 189074

Chambersburg (CFC)

Mr. George E, Danzberger, Chairman
Fund-Raising Program Coordinating Committee
Letterkenny Army Depot

Chambersburg, Pa. 17201

Coatesville (CFC)

Dr. Frank F. Merker, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Coategville, Pa. 19320

Greater Harrisburg

Captain C. B. Fulton, Chalrman
Fund-Raising Program Ceordinating Committee
Naval Supply Depot

Mechanicsburg, Pa. 17055

Lebanon (CFQ)

Mr. Charles P. Eberhart, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Lebanon, Pa. 17042

Philadelphia

Captain Paul C. Stimson

Director of Fund Raising, Planning and Coordinating
Committee

Philadelphia Federal Executive Board

Fourth Naval District

Philadelphia, Pa. 198112
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PENNBYLVANIA—Continued
Pitisdburgh
Mr. Alvin R. Guyler, President
Pittsburgh Federal Executive Association
VA Regional Office
1000 Liberty Ave.
Pittsburgh, Pa, 15222

Tobyhanne (CFC)

Colonel E. C. Holland, Chairman
Fund-Raising Program Coordinating Committee
Headguarters, Tobyhanna Army Depot
Tobyhanna, Pa. 18466

Wilkes-Barre (CFC)

Dr. Leon Ross, Chairman )

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

1111 East End Boulevard

Wilkes-Barre, Pa. 18703

RH0DE ISLAND
Newport
Mr. Harry Kizirian, Chairman
Federal Executive Council
U.8. Post Office
Providence, R.I. 02904

SourHE CAROLINA

Charleston (CFC)

Chairman, Fund-Ralsing Program Coordinating
Committee

Commandant, Sixth Naval District

Attn : Deputy Chief of Staff for Naval Base

U.S. Naval Base

Charleston, 8.C. 20408

Columbia (CFC)

Dr. Karl M. Lippert, President
Yederal Executive Council
Veterans Administration Hospital
Columblia, 8.C. 20201

Greenville

Mr. R. A. Jolley, Vice President
Greenville Federal Executive Assoclation
Postmaster

Greenville, 8.C. 29601

SouTH DAKOTA

Hot 8prings-Rapid City (CFC)
Colonel Robert W. Kelley, President
Federal Business Association
Selective Service System

Box 1872

Rapid City, 8. Dak. 57701

Biouz Falls (CFC)

Mr. Donald Cowley, President
Federal Executive Association
Veterans Administrative Center
2501 'W. 22nd Street

8ioux Falls, 8. Dak. 57101
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TENNESSEE
Chattanooga
Mr. Charles C. Miller, Chairman
Fund-Raising Program Coordinating Committee
Tennessee Yalley Authority
Chattancoga, Tenn, 37401

Knozville

Mr. Robert H. Collier, Chairman

Fund-Raising Program Coordinating Committes
Tennesse Valley Authority

Knoxville, Tenn. 37902

Memphis (CFC)

Rear Admiral Ernest Christienson, Chairman
Fund-Raising Program Coordinating Committee
Chief of Naval Air Technical Training

U.8. Naval Air Station (75)

Memphis, Tenn. 37115

Nashville (CFC)

Mr. G. Reid Bethurum, President
Nashville Federal Business Assoclation
P.0. Box 1070

Nashville, Tenn. 37202

Oak Ridge (CFC)

Mr. 8. R. Sapirie, Chairman

Fund-Raising Program Coordinating Committee
U.8. Atomic Energy Commission

Qak Ridge, Tenn. 87830

TExAS
Abilene (CFC)
Mr. Clyde E. Grant, Chairman
Fund-Raising Program Coordinating Committea
Postmaster
Abilene, Tex, 79604

Amarillo

Colonel M. J. McKeever, Jr. Chairman
Fund-Raising Program Coordinating Committee
Amarillo Technical Training Center {ATC)
Amarillo Air Foree Base, Tex. T9111

Big Spring

Colonel George B. Franks, Chalrman
Fund-Raising Program Coordinating Committee
Headquarters 3560th Pilot Training Wing (ATC)
Webb Air Force Base, Tex. 79720

Corpug Christi (CFC)

Rear Admiral R. A. Macpherson, Chalrman
Fund-Raising Program Coordinating Committee
U.S. Naval Air Station

Corpus Christi, Tex. 78419

Dallag-Fort Worth

Mr. Elmer P, Davis, Chairman

Dallas-Fort Worth Federal Executive Board
National Labor Relations Board

110 W. 5th Street, Meachum Bldg.

Fort Worth, Tex. 76016
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Texas—Continued
Del Rio (CFC)
Mr. Hubert H. Anderson, Chairman
Val Verde County Fund-Raising Program Coordinating
Committee
Laughlin Air Force Base, Tex. 78&40

Et Paso (CFQ)

Mr. James Kaster, Chairman

Fund-Raising Program Coordinating Committee
Postmaster

El Paso, Tex. 78951

Galveston

Mr. N. A. Nilson, Chairman

Fund-Raising Program Coordinating Committee
Galveston Distriet Corps of Engineers

P.0. Box 1229

Galveston, Tex., T7550

Houston

Mr. Clande McLarty, President
Houston Federal Business Association
General Services Administration

515 Rask Ave.

Houston, Tex, 77002

Kerrville (CFC)

Mr. John B. Byrd, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Kerrville, Tex, 78028

Lubbock

Colonel Ernest T, Cragg, Chairman
Fund-Raising Program Cocrdinating Committee
3500th Pilot Training Wing

Reese Air Force Bage, Tex, 79401

Ren Antonio (CFC)

Major General Lauwrence A. Potter, Jr., Chairman
Fund-Raising Program Coordinating Committee
Brooke Army Medical Center

Fort Sam Houston, Tex, 78234

Texarkana

Mr, Bobby J. Brewer, Chairman

Fund-Ralsing Program Coordinating Committee
Red River Army Depot

Texarkana, Tex. 756502

Waco

Dr. George T. McMahan, Chairman
Fund-Raising Program Coordinating Committee
Veterans Administration Hospital

Memorial Drive

‘Waco, Tex., 76703

Wichita Falle

Colonel Charles W. Johnstone, Chairman
Fund-Ralsing Program Coordinating Committee.
Sheppard Technical Training Center

Sheppard Alr Force Base, Tex, 76311
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Uranr
Ogden (CFC) .
Colonel Robert B. Ladd, Chairman
Fund-Raising Program Coordinating Committee
Defense Depot Ogden
Ogden, Utah 84404

Provo (CFC)

Mr. Robert Q. Strong, Chairman

Fund-Raising Program Coordinating Committee
Postmaster

Provo, Utah 84601

Kalt Lake City (CFC)

Mr, L. C. Romney, President

Federal Executives Association for Utah
Federal Housing Administration

P.0. Box 11009

8alt Lake City, Utah . 84111

VIRGINIA

Newport News-Hampton

Colonel J, W. Patchin, Chairman

Fund-Raising Program Coordinating Committee
USA ‘Transportation Center

Fort Eustis, Va. 23604

Norfolk (CFC)

Rear Admiral J. €. Dempsey, Chairman
Fund-Raisging Program Coordinating Committee
Commandant, Fifth Naval District

Norfolk, Va. 23511

Richmond (CFC)

Mr. K. L. Lancaster, Cochairman

Fund-Raising Program Coordinating Committee
Agrsistant Postmaster

10th and Main Streets

Richmond, Va. 23219

Roancke (CFC)

Mr. C. W, Nixon, Pregident

Federal Executives Association
Veterans Administration Regional Office
211 West Campbell Avenue

Roanoke, Va. 24011

WASHINGTON
Bremerton (CFC)
Mr. Robert H, Britten, Chgirman
Fund-Raising Program Coordinating Committee
Puget Sound Naval Shipyard
Bremerton, Wash, 98314

Seaitle (CFC)

Mr, Sidney Laurens, Chairman
Seattle Federal Executive Board
Social Security Administration
230 Fairview Avenue

Seattle, Wash., 98109
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WasHINGTON—Continued

Spokane (CFC)

Mr. Roy G. McElroy, President

Spokane Federal Executives Association
Federal Aviation Administration

Rapeon, P.O. Box 1307

Fairchild Air Force Base, Wash, 99011

Tacoma

Colonel James M, Butler, President
Tacoma Federal Executive Association
¢/0 Base Dental Services

325th Fighter Wing

MeChord Air Force Base

Tacoma, Wash, 98438

Vancouver (CFC)

Dr. J. Andrew Hall, Chairman

Fund-Rajsing Program Coordinating Committee
Veterans Administration Hospital

Vancouver, Wash, 95663

Walle Walle (CFC)

Mr. Jamesg W. Catto, Chairman

Fund-Raising Program Coordinating Committee
Bonneville Power Administration

P.0. Box 1518

‘Walla Walla, Wash, 99362

WEST VIRGINIA
Charleston
Mr, J. Raymond DePaulo, Chairman
Federal Executive Council
Department of Commerce, Room 3002
U.8. Federal Building and Courthouse
Charleston, W. Va. 23301

Huntington (CFC)

Mr, Merrill W. Fox, Chairman

Fund-Raising Program Coordinating Committee
Veterans Administration

502 8th St,

Huntington, W. Va. 25701

Martinsburg (CFC)

Mr, A. A, Gavazzi, Chairman
‘Tund-Raising Program Coordinating Committee
Veterany Administration Center

Martinshurg, W. Va. 25401

Parkersburg

Mr. Frank Armfield, Chairman

Fund-Raising Program Coordinating Committee
Bureau of Public Debt

214 Seventh Street

Parkershurg, W. Va. 260101

JUNE 19568

WISCONBIN
Madison ’
Mr., John Whitmore, Chairman
Fund-Raising Program Coordinating Committee
Postmaster
Madison, Wisconsin

Milwaukce

Mr. Stanley J. Cybulski, President
Federal Officialg Association
Postmaster

U.8. Post Office

Milwaukee, Wis., 53202

WYOMING
Cheyenna (CFC)
My, Richard L. Hutt, President
Cheyenne Federal Executive Counecil
Internal Revenue Service
308 W, 21st St.
Cheyenne, Wyo. 82001

CoMMONWEALTH oF PUERTO Rico
San Juan
Mr. David M. Rayner, President
Federal Business Association
Interal Revenue Service
255 Ponce de Leon Ave,, 4th Floor
Fort Buchanan, P.R. 00917

NATIONAL CAPITAL ABEA

Washington, D.C!, (CFC)

Mr. Nicholas J, Oganovie, Chairman
Fund-Raising Program Coordinating Committee
.8, Civil Service Commission

‘Washington, D.C. 20415

PAaNAMA

Panama Canal Zone (CFC)

Colonel Harold R. Parfitt, Chairman
Fund-Raising Program Coordinating Committee
Canal Zone Government

Balboa Heights, C.Z.

OVERSEAR AREAS

Department of Defense (CF(C)

Mr. Charles V. Brewer, Chairman

National Policy Coordinating Committee

DoD Overseas Combined Federal Campaign

Office of the Assistant Secretary of Defense
{Administration)

Washington, D.C. 20301
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APPENDIX €

w Format A—For use by National Health Agencies. 1In preparing this report, applicant should use the definitions
of income and expense classifications contained in the National Health Council’s Accounting and Financial
Reporting Procedures Guide,

{ Agency)

SOURCE OF FUNDS AND COSTS REPORT

For the Year ending (date)
Percent of
INCOME Amount Income
CONTRIBUTIONS. i iiiiciacaes $ %

{1) United funds and/or community chests_______ . __ ____________________ %

(2) Federal service campaigns_ . _ .. ... %

(8) Other contributions__ _ ... %
SPECIAL EVENTS (less related expenses of $o. ). . _______. o
SERVICE FEES, LITERATURE SBALES, ETC._________ . .._. %
GAIN FROM THE SALE OF PRODUCTS. o oo %
MEMBERSHI PSS . et %
INVESTMENT INCOME i iiicceeaeea %
OTHER INCOME . e e %

TOTAL INCOME . . e eeieeeieeiea $ 100%
Percent of
EXPENSES Amount  Ezpendilures -
RESEARCH L eiiiieceaoos 8 %o
PUBLIC HEALTH EDUCATION. __________.__... e %
PROFESSIONAL EDUCATION AND TRAINING. ... .. ... %
PATIENT SERVICESS o e e e m %
COMMUNITY SERVICES o eeciea %
Program Expenditures (Subtotal) . _____________________ $ %
PUBLIC INFORMATION ... ... . ... L %
FUND RAISING . . oo e e e eeem %
FIELD STUDIES AND REORGANIZATION__. o ... %
ADMINISTRATIVE AND GENERAL EXPENSES ____ ... _... 73
Non-Program Expenditures (Subtotal)___________________ 3 %
TOTAL EXPENSES . . e $ 100 % %

FEDERAL FUND-RAISING MANUAL JUNE 1964
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w Format B—For use of International Serviee Agencies In preparing this report, the applicant agency should list
program expenditures in functional categories appropriate to the nature of its program operations.

(Agency)

SOURCE OF FUNDS AND COSTS REPORT

For the Year ending (date}
Percent of
INCOME Amount Income
CONTRIBUTIONS e eecmeeecce o $ %

(1) United funds and/or community ehests_____________ _________________ %%

(2) Federal Service campaigns. - - oo o oo oo smmmme o ammmeaono %

{3) Other contributions. _ . _ .. .. e mma e %
SPECIAL EVENTS (less related expenses of § ) P e %
SERVICE FEES, LITERATURE SALES, ETC_________ .o __ A
GAIN FROM THE SALE OF PRODUCTS . _ e .. %
OTHER INCOME e e

TOTAL INCOME oo $ 100%
Percent of
EXFPENSES Amount  Ezpendilures
PROGRAM FUNCTIONS (Itemize)

_____________________________________________________________________ $ %

_____ e e B %o

..................................................................... § %%

Bt e e e e

Program Expenditurcs (Subtotal) ___________________ $ %
PUBLIC INFORMATION_ ____ .. ... ___._.. e e mmmmmmmememmeees %%
FUND RAIBING e it e ieceeeeeeee %
ADMINISTRATIVE AND GENERAL EXPENSES. ___.  oo..eo ooo____. %
Non-Program Expenditures (Subtotal)___________________ % %
TOTAL EXPENSES o i ee oo oo ca e fmmmmmeeeieeem 8 100 % %

FEDERAL FUND-RAISING MANUAL JUNE 1964
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APPENDIX D

3

CAMPAIGN GUIDELINES FOR VOLUNTARY GIVING

The policies for fund-raising in the Federal service
recognize the importance of voluntary agencies in our
American way of life and the opportunity that is given
employees to know about them and to give generously
toward their support. At the same time, and as has
been set forth in Executive Order 10927, these policies
stress the Importance of true voluntary glving and
establish certain individual safeguards such as the
option of disclosing one’s gift or keeping it confidential
by the use of a sealed envelope and the prohibition
against assigning a special dollar goal or quota to an
individual.

Apy successful fund drive requires an enthusiastic
campaign. But administrative and eampaign officials,
supervisors and keymen must be familiar with all of
the provisions of the Federal program in order to
know where to draw the line between proper and
improper methods.

It is approved practice for management officials to
call employees together, explain the need for and use
of the funds being solicited and urge employees to give
generousiy——as much ag they can afford. Where there
are dollar goals for the campaign, the distribution of a
“fair-shiare” guide based on employee pay levels is also
approved practice, and the guide generaily is welcomed
by employees as an indication of what amount might
be a fair contribution. Difficulty arises if the sug-
gested contributions outlined on fair-share guides are
confused or interpreted as ‘“quotas.” Even though
two are in the same salary bracket, it does not neces-
sarily follow that they are either able or Inclined to
make the same contribution. Some give considerably
more—others less.

There is no place in the Federal fund-raising program
for force or coercion. Campaigns should and must be
conducted through an intensive program of employee
information about the needs for and use of the funds
to be solicited and by a strong appeal for contributions
based on the contributor’s knowledge of the needs and
his ability and willingness to give voluntarily, In the
final analysis, each employee must be the sole judge of
what he can and will contribute and whether or not he
wishes to keep the amount of his contribution
confidential.

PLEASE STUDY AND APPLY THE FOLLOWING
SUGGESTIONS :

1. Agency or Installation Heads, Campaeign Vice
Chairmen, and Division Cempaign chairmen
A, Familiarize yourself personally with:
1. the fundamentals of the Federal fund-
raising program and its policies, and

SEPTEMBER 1965
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2. the approved campaigns and the work of
the participating private agencies,

. Upon receipt of the President’'s Message on

each campaign, plus that from the head of your
department or agetcy, see that they are in the
hands of every employee well in advance of
the solicitation for funds.

. Activate your agency’s regular fund-raising

organization right down to the last keyman.
Carefully select project personnel and keymen
who are interested, able and enthusiastic.

. Arrange tralning sessions for all campaign lead-

ers before the beginning of the campaign so that
they know the program needs of the agencies—
the basic philosophy behind the Federal plan—
the campaign mechanics,

. Put cut a pérsonal memorandum to all employ-

ees urging them to familarize themselves with
the private agencies and their programs and to
contribute as generously as possible.

Make use of all publie information channels and
materials available to you so that each individ-
nal giver 'will nnderstand the work of each
agency involved and for what purpose he is
con'trjbuting". This should include Informa-
tiopa! bullefins, bulletin board posters, house
organs, showing of agency campalgn films to all
employees. Use the Press Klt material before
and during drive. Work up special material
based on eye-witness accounts of work of these
agencies, Publisk weekly progress reports.

. Have a kick-off rally for campaign workers at

the department, bureau or installation level at
least one week before the opening of the cam-
paign. TUse key speakers and audio-visual
materials.

. Set & schedule of employee information meet-

ings or rallies so that every employee is
thoroughly briefed on the objectives, benefits,
and bheeds of the private agencies in the
campaign. Promote well-planned enthusiastic
meetings within entire office divisions and units,
using divislon heads, top supervisors and em-
ployee organization leaders.

. In campaigns which have dollar goals, let every-

one know what installation and division goals
have been set and furnish them a “fair share”
giver’s guide for thelr information when appro-
priate.

. Issue fact sheets to all keymen regarding work

of the agencies participating In the particular
eampaign so that they may explain the program
and services of the benefiting agencies.

FEDERAL FUND-RAISING MANUAL
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. Start the campaign on time.

. Make it clear that the campaign is important

official government business and not an informal
duty to be shrugged off. Remember that this
is a social and civie responsibility—human
needs are at stake and can be met only if most
people give generously.

. Encourage keymen to approach each employee

individually and to make follow-up contact
until the employee contributes or indicateg that
he does not wish to participate.

., Discourage contacts with individual glvers by

other than designated keymen. Management
officials or supervisors should always talk to
givers in groups and never put an Individual
“on the spot”,

. Instruct campaign workeras to avoid coercive

pressure. If the keyman is interested and well-
indoctrinated he can transmit this interest and
enthusiasm to those he solicits. The same is
true of campaign officials who brief the keyman.
Push it to an
early concluston, This will save staff time and
Iead to a better campalgn.

. Ask for weekly or biweekly progress reports and
‘have coordinaters to assure that the campalgn

remalins active thronghout the full period, if
necessary to complete solicitation.

. Prepare a thermometer or other type chart for

public display showing the progress of the
campaign on a daily or weekly basis for each of
the major campaign units.

Report final resalts to employees and make sure
senlor officials write “thank-you” letters to all
those helping them in the campaign. Out-
gtanding performance merits official commenda-
tlon in fund raising as it would in other cfficial
actlvities.

. Survey a sampling of employees for their

evaluation of the conduct of the campalgn.

FEDERAL FUND-RAISING MANUAL

As needed, act on the suggestiong in planning
the next campaign.

II. Keymen

A, Plan solicitation ecarefully.

C.

. Contact everyone individually.

Begin it at the
strategic time for your unit—after an inspira-
tional meeting—on a pay day. (Concentrating
on pay days when collecting is sound if cash
gifts are appropriate.) Allow plenty of time
for call-backs to follow up on those who are
missed on the filrst go-around.

Issue all ap-
propriate educational and contributors’ ma-
terials. Try to avoid more than one complete
solicitation. The {rritation caused by asking
the same person a second or third time for his
contribution can imply coercive pressure, can
do harm to subsequent campaigns and should
be avoided.

Stress 100 percent participation., Nobody has
to give but almost everyone will want to give.
Make the campaign a family affair with joint
responsgibility extending to the smallest giver.

. Appeal to the employee's best instincts for giv-

ing and urge a generous gift. When appro-

priate, encourage installment giving as this will

help the contributor to give as generously as he
wishes toward the needs of many agencles.

‘When urging a generous gift, tell each em-

ployee:

1. His gift wlill support many avenues of
voluntary agency effort in the community
and the Nation.

2, His contribution should bear direct relation-
ship to the luxury items he is 80 fortunate to
have.

3. Only one appeal will be made for these
agencies this year.

4. His gift counts.
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*1969-70 FUND-RAISING BULLETIN

To the Heads of Hrecutive Departments and Agencics
#The voluntary agencies recognized by the Chairman of
the Civil Service Commiggion, in acceordance with Kxecu-
tive Order 10927, for on-the-job solicitation privileges in
the Federal service during fiscal year 1970 are listed in
this bulletin. Their worthwhile efforts on behalf of all
Americans merit a generous voluntary contribution from
Federal personnel. The Wiigibility Committee has deter-
mined that each one meets established requirements as to
program objective, administrative integrily, and financinl
responsibility.

*The assigned periods for the 1969-70 campaigns and the
locations and conditions under which solicitation -privi-
leges may be exercised are as specified in section 8.5 of
the Federal fund-raising manual, except as. modified by
the instructions in Appendix ¥, NONDISCRIMINATION
REQUIREMENTS, and Appendix G, THE COMBINEKD
FEDERAL CAMI'AIGN,

PECOGNIZED CAMPAIGNS AND AGENCIES

1. Locarn CoMmMUNITY CriesTs, UNITED F'UNDS, AND OTIIER
FepErATED Grours which are members in good standing
of, or are recognized by, the United Cbmmunily Funds and
Councils of America, Inc.
2. THE AMERICAN NaTionar REn CRrROss
(Domestic and overseas areas)
3. FEDERATL SERVICE CAMPAIGN FOR THE NATIONAL HEALTII
AGENCIES
(Domestic and overseas areas)
American Cancer Society, Inc.
American Heart Association, Ine.

OCTOBER 1969

Arthristis Foundation .
Muscular Dystrophy Associations of America, Tne.
, National Association for Mental Health, Inec.
National Association for Retarded Children, Inc.
National Cystic Fibrosiz Research Foundation
National Foundation-March of Dimes
*National Kidney Foundation
National Multiple Sclerosis Society
National Society for Crippled Children and Adults,
Ine.
National Soclety for the Prevention of Blindness
United Cerebral Palsy Associations, Ine,
4, TNTERNATIONAL SERVICE AGENCIES
(Domestic area only)
American-Korean Foundation, Tne.
CARE, Inc
PLANNED PARENTHOOD-WORLD POPULATION
Project HOPE (People-to-People Health Foummlation,
Inc.)
5. INTERNATIONAL SERVICE AGENCIES
(Overseas area only)
American-Korean ¥eoundation, Inc.
American Social Health Associntion
CARE, Inc.
YeInternational Rescue Committee, Tne.
Internationat Socinl Service, Inc,
National I'ark and Recreation Association
PLANNED PARENTHOOD-WORLD POPULATION
Project HOPE (1'eople-to-People Health Foundation,
Inc.)
United Seamen’s Service, Inec.
Unlted Service Orgunizations, Tne, (US0O)

FEDERAL FUND-RAISING MANUAL
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APPENDIX F 35
NONDISCRIMINATION REQUIREMENTS

1, STATEMENT BY THE CHAIRMAN OF THE U.S. CIVIL SERVICE
COMMISSION

Voluntary health and welfare agencies flnanced by
contributions from the general public play a vitel part
in maintaining the well-being of the American people.
In recognition of the importance of their unique role
in our soclety, Government agencies annually solleit
voluntary contributions from Federal employees a_:i_d

members of the Armed Forces to assist in providing.

the financial support they require. Contributions,on
the order of $25,000,000 & year are made {o local united
funds and community chests and to the American Red
Cross and other national voluntary sgencieg that meet
the eligibility standards for participation in Federal
fund-raising campaligns,

The great majority of voluntary health and welfare
agencies serve all citizens without racial discrimination.
Unfortunately, this practice is not universal. In some
communities our Negro citizens are excluded from
participation in health, welfare and recreational gerv-

ices that are available to-all others who are in need,,
or they are provided inferior services on: a segregated:

basis, This circumstance works against many who are
aiready disadvantaged and tends to perpetuate. in our
gociety the very conditions that humanitarian services
are designed to eliminate.. ‘

President Johnson has taken action, as did President
Kennedy before him, to secure the right of all citizens
to the full and equal enJoyment of services and facili-
ties of a public nature and hasg appealed to private
organizations and individuals to help extend the prin-
ciple of equal opportunity throughout American life,
Our mnational policy is clear, and I can no longer in
good conscience recommend to Federal employees, who
themselves work under conditions of equal privilege
and opportunity, that ‘they continue to participate in
the financial support of health- and welfare services
which are conducted on a raclally discriminatory or
segregated basis, Nor can Government agencles properly
continue to use official time and mappower to conduct
on-the-job aolicitations on bebalf of health and welfare
agencles which persist in these practices. Therefore, in
the exercise of my responsibility under Executive Order
10927 and with the unanimous concurrence of the Fed-
ernl Fund-Raising Advisory Council of voluntary
agency leaders I have determined that fund-raising
privileges in the Federal establishment must hereafter
be limited to agencies which follow a policy and prac-
tice of nondiscrimination.

This decislon takes into consideration the fact that

voluntary agencies which currently do not meet this’

standard are free to choose whether they wish to main-
tain their present policles without change, or—and I
sincerely hope that all will choose the latter course—
to amend their policies in the spirit of our democracy
and join with the majority of their associates in prac-
tices which merit the continued support of Federal
employees and members of the Armed Forces, In order
that such agencies may have a reasonable opportunity

JUNE 1968

to consider a change in governlng policles, the non-
diserimination requirement will be effective for Fed-
eral fund-raising campaigns beginning after July 1,
1965,
1. NONDISCRIMINATION STANDARD
Voluntary agencies recognized for fund-raising privi-

" leges within the Federal service must operate without
" racial diserimination. This polley applies to persons

served by the agencies, to the staffs of the agencies and

" to membership on their governing boards, Operating

without, racial diserimination means that:

1. No person is excluded from service because of

_ Tace,

2. There. 1s no segregation of those served on the
basis of race.

8. There is no discrimination on the basis of race
in hiring, assignment, promotion or other condi-
tions of staff empl.oyment.*ln addition, the
agency has a plan for positive action to achleve
equal employment opportunity for all persens in
the fllling of its staff positions ineluding elements
such-as contacts with various organizations in the.
community, including minority: group organiza-
tions, regarding the ageney's. employment. needs;
recruitment  advertisements in: minority group
news media- where advertising in the general
media is used to fill jobs, identifying the agency
as an equal employment opportunity employer in
recruitment advertisenrents and the use for job
referral purposes of only those employment agen-
cles which do not discriminate on the basis of
race in making referrals.-i

4. There ig no discrimination on the basis of race In
membership ou the ageney's governing body.

111, YOLUNTARY AGENCIES AFFECTED

Every national or lecal voluntary health, welfare or
recreational agency which, after July 1, 1965, solicits
contributions from Federal employees or members of
the Armed Forces at place of employment or duty sta-
tion must first provide satisfactory assurance that it
follows a policy and practice of racial nondiscrimina-
tion. This requirement is applicable to:

1. A local united fund, commmunity chest or other fed-
erated fund-raising organization which is author-
jzed solicitation privileges under the provisions of
Manual section 3.55, and each participating mem-
ber agency;

2. Fach member agency of a coordinated solicitation
which ig authorized solicitation privileges under
the provisioﬁs of Manual zection 3.56;

8. The national office and each state or local chapter
of 8 nationa} voluntary agency which is authorized
on-the-job solicitation privileges under the provi-
giong of Manual section 3.57; ‘

4, Tach national or local voluntary ageney which is

_ authorized golicitation privileges in the overseas
area under the provisions of Manual sectlon 3.68;
and

b. Each voluntary agency which is authorized off-
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the-job solicitation privileges under the provisfons
of Manual section 3.8.

V. ASSURANCE REQUIRED

A. Form of assurance. Assurance of racial nondis-
crimination ghall be in writing and shall consist of:
1. A sgtatement of policy by the agency's governing
board (natiomal or local board, as appropriate)
coveripg the elements of racial nondiserimination
listed in the standard, and

2. A certification that the agency’s practices in fact

conformr with the standard.

Policy staements and certifications shall be aufil-
clently expliclt to assure that the four elements of
racial pondiscrimination listed in the standard are met.
No standard form or format is reguired.

B. Filing procedure

1. National level. A national voluntary agency
whichk ig required by the provisions of Manual
section 4.4 to flle application annnally for inde-
pendent solicitation privileges shall file with the
Offtee of the Chairman, Civil Service Commis-
sion, by March 1, gatisfactory assurance with
respeet to the polley and practice of its national

organization.

A national voluntary agency whose national
policy is binding opon all local chapters, com-
mittees or other units which act for the agency
may alzo file at the national level assurance of

nondiserimination practice on the part of such

local units. .

2 Local level.

8. United funds and chests. A local united
fond, community chest or other federated
fund-raising organization shall advise Iis
member agencies of the nondiscrimination
requirements and request each agency fo
furnish assurance of racial nondiscrimina-
tion in the form prescribed in A above. It
shall receive such assurances and forward
them in a group, with the policy statement
and certification of the federated fund-
raising organization itself, to the appropri-
ate Federal official in its local campaign
area by July 1, 1965,

b. National Agencics certifled by the National
Budget and Consultation Committee. To
facilitate the provislon of assurances and
to avold excessive duplication, the Chair-
man of the Commission has authorized the
National Budget and Consultation Com-
mittee, 820 Second Avenue, New York, N.¥.,
to serve as the approving agency and official
repository for nondlserimination assurances
by the national organizatlons of certain
voluntary agencies whose budgets, pro-
grams and support plans are reviewed by
NBOC, Certification fn the NBCC Reports
for 1986 that satisfactory agsurance is en
file with NBCC rhall be considered satis-
factory evidence by local funds and chests
and Federal officials of compliance with
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the assurance requirement by the national
organization of the agency certified.®

NBCC certificatfon applies only fn efr-
cumstances where the national organiza-
tion of the agency recelves support directly
48 a8 participating member of the local
united fund, chest or local eccordinated
solicitation, It does mot apply if the par-
ticipating member is a state or local unit

" of the national agency, since, in such case,
assurance is required from the participating
state or local unlt,

¢, American Red Cross. The Red Croas has
furnished the Chairman of the Clvil Serv-
ice Commisslon satisfactory assurance of
nondiscrimination policy and practice with
respect to its national organigation and all
local - units, Accordingly, local Red Cross
chapters and units are exempted from the
requirement of fiiling assurances with local
Federal officials.

d. National health agencies. Each recognized
national health agency, as listed In Appen-
dix B, has furnished the Chalrman of the
_Civil Service Commission satisfactory as-
surance of nondiserimination policy and
practice with respect to its national organi-
zation,

A state or local chapter or affiliate of a
recognized natlonal health agency which ia
otherwise eligible to participate 1n the Fed-
eral Service Campaign for the Natfonal

3$The following natlonal veluntary agencles have filed satin-
factory nondiserimination assurances for their national orga-
pizations and have been certified to loeal united funds and
chests in NBCC 1368 Reports:
American Hearing Boclety
American Bocial Health Assoclation
Arthritite Foundation
Big Brothers of America
Camp Fire Qirls, Ine,
Child Welfare League of Ameriea, Ine.
Commission on Social Welfare, National Council of the
Churches of Christ in the U.5.A,
Couneil on Seclal Work Hducation
Department 0f Public Health Nursing, Natlonal League
for Nursing
Faemily Service Assoctation of America
Florence Crittenton Association of America, Ine,
International Hoclal Bervice, American Branch, Ine,
Jackson Laboratory
Nationa! Association for Mental Henlth Ine.
Natlonal Assoclation for Retarded Children, Ime.
Natienal Commlttee on Employment of Youth of the
National Child Labor Commitiee
Natlonal Conference on Social Welfare
Nutfonal Councll on Alcoholism, Ine,
National Councll on Crime and Delinqueney
National Federntion of Bettlements and Nelghborhood
Centers
Nattonal Legal Ald and Defender Agsociation
National Recteatlon Assoclation
National Soclal Welfare Assembly, Inc.
National Travelers Ald Assoclation
National Urban League, Inec.
United Cerebral Palsy Assoclatlons, Ine.
United Community Funds and Counclle of America
United Seamen's Service
_United Service Organlizations, Ine,
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Health Agenclies shall provide nondlserim-
ination assurance to the appropriate
FSCNHA State Coordinating: Committee.
The FSCNHA State Coordinating Commit-
tee shall forward in a group to the appro-
priate Federal officla]l in each campaign
location (county) the nondiscrimination as-
surances of the state or local chapters or
affiliates which are otherwise eligible to
participate in the FSCNHA campaign at
that location.

e. International service agencies. American-
Korean Foundation, CARE, gnd
Proiject HOPE have furnished the
Chairman of the Civil S8ervice Commission
satisfactory assurance of nondiscrimination
policy and practice with respect to their na-
tional organizations and all local chapters,
committees and other units. Accordingly,
local units of these national voluntary agen-
cies are exempted from the requirement of
filing assurances with local Federal offl-
cials,

f. Recipfent of assurances filed locally. Non-
discrimination assurances required to be
filed at the local level shall te filed with
the chairman of the appropriate local Fed-
eral coordinating group, as listed in Appen-
dix B, or In the absence of such organiza-
tion in the local area, with the head of the
local Federal installatlon having the larg-
est number of civilian and military person-
nel.

C. No further assurance required. A national or
local voluntary agency which has filed satisfactory
nondiscrimination assurance for the fiscal year begin-
ning July 1, 1985, and has :malntained such nondie-
criminatory pollcy or practice without substantial
change I8 not required to file further assurance to con-
tinue its eligibility for subsequent years unless such
further assurance is expressly requested by the appro-
priate Federal official.

V. ADMINISTRATION 8Y THE FEDERAL GOVERNMENT

A. Responsibility for administration. The responsl-
bility for administration of the nondiscrimination re-
quirements at the national level is assigned to the Of-
fice of the Chairman, Civil S8ervice Commission.

At the local level, each loecal Federal coordinating
group la authorized and responsible for admintstration
of the nondiserimination requirements in its local area.
In the absence of such an organization {n the local area
{county), the authority and responsibility is assigned
to the head of the local Federal installation having the
largest number of civilian and military personnel. At
their discretion, a local Federal coordinating group
may redelegate to an appropriate committee, or the
head of a designated local Federal installation may re-
delegate to a subordinate official, such of the authority
assigned in this sectlon as is deemed appropriate.
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After July 1, 1985, the heads of Federal offices and
installations shall permit the solicitation of employees
or military personnel on the job, or “off-the-job” as
defined in Manual section 3.8, only on behalf of such
voluntary agencies as have been determined by the
responsible Federal coordinating group or official to
be qualified under the nondiscrimination standard and
related requirements. The nondiscrimination require-
ments do not apply, of course, to solicitations of Fed-
eral personnel at thelr homes or otherwise in their
capacity as private citizens away from their place of
employment or duty stations.

B. Acceptance of nondiscrimination assurances.
The appropriate Federal official in each local area, as
designated above, will review noudiscrimination as-
surances filed with him to determine that they meet
the requirements. He will request such additions or
amendments as may be needed. He will notify the
heads of all local Federal offices and installations of
his finding with respect to the receipt of satisfactory
non-diserimination assurances from all voluntary agen-
cles which are otherwise eligible to solicit contribu-
tions from Federal personnel in the local area.
Assurances will be retained as official records in the
custody of his office. The responsible local Federal
official may request interpretation or advice from the
Office of the Chairman, Civil Service Commission, as
needed.

C. Disqualifications. If a required nondiscrimina-
tion assurance is not flled with the appropriate Federal
official, or is filed but is determined by him to be un-
satisfactory, the voluntary agency concerned shall not
be permitted to solicit contributions from Federal
personnel in the local area until satisfactory assurance
is received.

In the event a voluntary agency flles satisfactory
assurance but information is received which raises a
substantial question whether the agency's practices in
fact meet the standard, the appropriate Federal official
shall make such investigation as may be necessary
and, after providing the agency an opportunity to pre-
sent evidence of satisfactory compliance, shall make &